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CB'Alf.ER X 
:mftO»Wft.Q 
Lttatemeui; ot tb.& hoblo 
. . 
.. Wh• ajo:tt PlU.'Pb$& · f>.f thl.s' $Wd.J' waa •o ·ev.alua.ts; the 
1U,taintns pOpliUtl of the iusin~S$ Edueat1on llipa.X'bln$•t 0~ th4 
.New :seUOX"4 lU.ah ·S.b8$l t:~ <l~t~ its det:to1ao1ell' and 
weakr:l.eJsse$1 ·and to ~seet wa.,s.m wh1oh tb.o~e defio:leneles 
and .. w$alcl~ssea· ~ be ·ovel"OQ\ttett 
Anothe21 ~oae ot th:ts sft.q W.S.tii to 4ete:t.m1Xte the ae-
t1v1t1Qs en~ 4ut1e• •$at f~~q~•nt17 pe~f~d by off1ee 
wa:rtke.t.*$ to aid 'the o~to.u1Ufl1 mattws antt instl*ue'loX~a in xre""" · 
_'V'is~ the o~ieul'Uitl an4 ~eo:tganle1~ exts'tfing <Jo~ses, flt 
:~d~Ud7* 
!fhe pot.1&m. was· cU. v14~d into /-the fol.1mng aa a.:t'&s.s 
to aecomp:U.sh the J'U'po$a of thi$ ah47t 
1. BP 4oetJ the tru:s,illEUU~J.t!Ul. se.leet naw emplo~e&f 
a. What ~eq11.1ll'&me:ntfl are g:tven oonsldeetion Sa 
the eel.eot1oa ~f' :new axnplqeeaf 
b • Row tie&$ the emplO)r.e~ g~ s.be.u.i ael.$ot!q a~ 
pliea.ntrs :fo'l!- o.ttlce p(Jsitlons! 
(h Is an empl~ent ts¥lt used by the :ma3o:tt1'b7' of 
business til'nnsf 
d. What al'e the s.~~a, lf anw'.- for: 
(1). 1'3'P1ns mate~!al 'Ot a.ve21age 4Ut1cUltr·t 
(S) ·, ~ing. d1ete.t1on. of $.VS~S4 d1f.f1~tff 
(a) •. ~anso~tb1ns ab.OJ.'theri4 notes ot aveRse 
41f:t1·eultrt 
' 
a. In th$ o.p!.n!.on Qt tho employe,, \Vhs.t 4US.l1f1cat10ll$ 
arEoJ · mos.t SlnpOl'tant foP advano•nt atte~ the 1n1~ · 
id.al. Jo$1tlon b.a.s btre- r:u~ctntecif 
a. What are tha most· common ®f1ei$ileies observed b7 
empl.oy$~a ~ AQW em.p1oye$s rssult11lg bomr 
a., Lack of p:rapawS.ti.on 1n the ~entals ot 
QduoaMont. 
' 
b. La.ek &f . p~apa;-a.UOJa 1n· the apeo::tal sld.llaf 
e.- Laelt: of persona1!ty ~a.1ts and w01-k lla'bits 
neees~Ja%7 'bo wecess !LttbuaiMGs? 
4• 'Wll.a:t a%'& the poea1bU1t1es fo't! impovement in bhe 
bu.stnesa e4u.cat1on ~ogq&m thl'cught 
a.-. Glteatt~ eo•pe:t?at1on betwe$11 bu.S$ness and the 
Bu$1nees ~4uee.t1on :tle,ax-tman'b of the New 
Beer£~ Hiah ·sc1lcol.? · 
b. Nka by bU$1n-eesxnen to :pu.pU~ in the Business 
Eduoa uton D~pa:t*txnent to br.at:na the tu.tnute em• 
pleyee clot:U;)%1 to thEt actual. pobleme a:ad oon ... 
ditlons Gds1d.ng in the bu.s1nesi3 wel~ which 
he is a.bou.t to atel:t't 
e. ·Pa.Ft .... 'blme job expwienee for pupUa While 
st1ll'1.n sehool·t 
a.. JlnQou.Pagement of bu.siessmen to offe,x-
susse$$1ans fo~ ~~·vtas 4et!ei&no1es ta the 
~optwt 
s. Wl:ta._ ott!@ s.c.rbtv1tl~s w~li'$ perfomad most tre• 
quenfilJ' Ja;ir tb.& empleyeetJ 1n a :fepXJeJiteatat!"ire pou.p 
ot· New ,,u.a. businfitss f:I.Net· 
a. Wbat was 'he appruima'e. ttms epent oa eaeh O:f 
tha:Je ao'&i.vit1esf· · 
. ' . . 
lh Wh:tch o~ the mot tJ.~eqU$nbl7. p$»-l~$4 aett• 
v:lties we:Pa ·meet ei~ioatt.t · Ut the sp••t.t!o 
. . . 
ola.3.e~f1oat!..ou of 'tJJ'ptrJ&, 'b~Okkeaps.q. st¢t• 
nogs.Jbf1 of~1ae aaal».es .. ·and f1iiqt 
th · In th& opiaion · of thtit emplo,-ees, ·awe sho1114 
tb.eee eot1v1tl$a be ta.'t1;htt 
(l).- In tiohool? 
(2), on· the 3obf. 
(3). · »~ ·ta e~ott.tl and· ~ the job? 
s-. What was the 41st2'1bution · 0$ Jobs tn llew Bedfo~ 
bus!aesa&s aa·tot 
a.. flpe of· 3ebt · 
lh P•opc»Pid.on of men an«· W011$JJ. omp1er&es ensaae& 
1n seo~etta%'1al-_ ._.@001*4:~&p1Dl~J otfS.ee:-:maeb!n$, 
general. elex-1eal. aft4 selltlag ;Jobst 
.s1n.ea tau• had be:a no tOMal eQn.ac=t;; ·up to the time 
e ot th1$ study, b$t\Ve$f1 the buatn•ssmen o'l New B$dt'~d ad 
~ . · ~e li'U.$ttl.e$s Educe. ~ton Depa:r.tm~nt of the Hew· ~$dtord Hi!h 
tA ,.,-
khoo1 fot! the put';posa · of evaluattns thEt :eJt1atJ1q. Pi"O&X'2m fct~~ 
·.'t_~a·inil?-8 tu~ emplOJess of ·Mew Be4to~ ~sttt.ss t:bnns* · and 
. ·~1noe. the h•atts ot · t~: ·u~w ·lled~ori l;loho<Jls ·w~re ple.M1ng· a 
,;qe,.f.a!.on of th~ our~1~\¢Utn. of. the Business EtJ.u.e~.tion Depavt"~' 
.. . m$nt··:of th,e·,Wew ~d;*o:rd :W.£9'>, Sch.oalJ this stn1dJ <should Pl'OVQ 
.... )i.elphl tn .. th$ re()one~tion of t~ bus1rt$$ilf o~1oul:u.m• 
' ...... ,·· ·, . . . : . : .··-·:· . . . 
... atu.die$ in· t:tie·· ~aa.lln.·.~.·business educatt·on tc:l $Uppol*.t the 
. ,-1'$l&l'~ held by lead$ra 1n 'th$ field that ~du.~atws· ·should .nott 
··attemptJ to de the joll of plf)J:i;f"$cting the bu.s1n.aa:: cux-1*1cul.um 
.. .' . . . ' 
·-;. 
-Qa!lltJOil ste.t&s_tnhe~ ~;~tudy, Relict1ona.of':Scitlected BUs .... 
. ' ' ... ~ ....... -.· ... -
tn.ss~~n ttels;:tivG 1e. tht;t ~e~ez~:p~;s:tt !!.-·~~- · $~t)Ol GXi~u.-­
. ates;1 
B'u4ltl$1Ui MXl and $ducatO%'$. EU'e b$e¢l,liq.1n..-' 
or$as~l1 aw£U-e of the nec$'ea1t1f. to oo .... ope"'t;$. _in 
t:Q.e d4l-velopme:nt . ot f>mplorees l7ho w:tll be both J;!uc.w' 
eentu.1 in-. theh'· job oompet&noies @d. w~ll tnte• 
pat$d t,n· theUt- pel'~ot.talitl~s./ ~s eo ... optxaats1on 
is espectal.l7' ns$S,ed now beos.tu:Je t~ aftaet1veness 
.. ot cur . blud . tlese · grad'tl.aiJea ~as b&$n ,41sott.as~d ani 
Cll1t:1c1sed so extemd.velr «•ins bh$ pa&t- seveJtal 
-a. . . . .~ .. 7-G .rs,.,. 
~ f~th $dlt.1~n o.t the ..ble:l'i®n .Bu:sinttss Ed:ttoat:ton 
-· 
A job ana.lfsis: .fsi'OD1 btl.s1~sa in tu- hands . of' 
bw:t1ness te&eb.$1'*$ JWc;tV1-d;e.s ln'ilbh""'lte$4$d 1nfo1f'matioil 
on what to teach,. hd .m:u.ch to teaub~ what l'$~t~4 
special ab111t1Efs and.· 1ntormat1on a well·t~a1ned. 
pupil must ha"tt$,. and 'WhAt skills and special abil• 
1 t1es he must POSSEU!I$+ . . . . . . . 
It is as important for the s~hools to have 
the ·job·. ana._. lyses as ~tj.· s fov busil'i$ss to lm:Ow the · 
needs. of its eu~tanera .. · . . 
In othex- wcwcls.- the res14ts ot this study can be used 
pl'ofitably by 1netructors to rav1se theb' courses_ 1n re$pect 
. ' 
to emphasi.e on pta.l!'td.ou:uw- skills or al)1l1tif>s already taught 
. . ' . . 
in the1~ oou~ses, or th<1 el1m11.'iB.t1on and reduction of em• .. · 
. . . 
pb.a~:ts of those wh1$h prov:e to be wmec•s~X'Y or lass :tmpov...,. 
tan.t· • 
. the :flesults ot th1s stu(ly oan b$ u$ed effectively as 
motivation to11 pztoapect1v$ 1 otf1Cf!J emplo7$et.J .Ji'llxa1n.g. their 
~raining pa~tod. Orit1o1sm oom1ng from the future employers 
is apt to be much more etfect:tve than the same Ol'itic1sm. o~ 
auggest:tons hom uu.tt:r.rtLetu.)rs. 
~ough tht·a ·stUdJ' dl<l not ·attempt to procure all th~ 
1nto:rmat1CA necessart ·to enable C1Wr1c'Ulum· me.keva and. in• 
structo:t'a to rev1se. COl.t:t't~ea and in$tnct1on to meet ·the 
ever~cha.ng1~ dem.anda ot business, it will aerve as a sta.:t~t .... 
ing point ~o b:e!ng about coope~atton. between the school a.nd. 
business ·so ·that the school wlll. know what the busin.esszn.a.n 
expects of emplorees., and so that the businessmen. will feel. 
.;'"' 
that the $cb.oo1 ·is attempting to meet their demands• 
. · lmiehel, F. w., nnespons1b111t,- ot the Businessme.n., 11 
The Am.$l*1ea.n Business Edu.cs.tion Yea:t'book, Vol. IV, T.ile East• 
em Commercial~ feaohe.t-s., Aasociation and the National Bua:l.• 
nes~ fea~hers Association, Samerset Press, Inc., Somervill&, 
Wew Jerse7~ 1947~ p. 11'19 
•• Tonnel J)o1nts out tl'l.& Xl$$4 tol! apec1f1•1t7 1n sathell• 
itlg data ft:tt.'ml t~ business "WO~ld,When he 11fl1a~ 
Xt 1s not general1t1$S ·~that the s•hool needet 
from bus1nEu:tsmen, .bu.t t:bJ:) specifics ot business 
cuseupatio:wh Wlltn bua:tnes$Jilen tell business 
ttitaQh&~s that their bus'-ness begirming Wo:fkelis · · 
•mm.ot spt~ll, t:t.u:i.t. tllfoX'ms.Mr>n 1s ua&l$SEh Xt 
o'bus1•se$n tb$mse1-.res WGX"$ enoolW&.ged. to provid$ 
the 1nstN,Ct:oJJS w1th oopies of the letters in 
wh1eh Sp$eif1~ · eln"Q:t-$ B.l"fi maM oxr lists ot thes• 
errws, ·that wou1:4 bl;!) helpful.. 
. . . 
Befo:tte th:I.s tn:e ::of. Cttope~at1on ean be atta1ne4.- both 
tht!l bu.sinesam.an and th~ tQaehe~ must b$ ffsoldu the idea of' 
. ·. . . 
worlcttlS t()ga'bhe!* toward their' common goal and mut become 
aware ot each oths:t-t$ a:We,ad.J ... e!t1sten~ dts1re ttJ 'help one · 
another. • 
Dal:tmitat1on ct th& Stu.~ 
This at.udy was oonf1ned to 150 bua1nassnten in tb.e 
greater N" S$cU'OJ:td uea a~d bustn.esses which have employe4 
New Bedford B1gh School gvadttat~s o~ would most lik,l7 em• 
plOJ' them. 
fh& stu~ was conduot&d from th$ point of view of the 
b'J,1S1n&S$ll1Eil1 rathe~ tha.u graduates of t.ha Wew Bedtcu:11d Btgh 
School s1r1ee the New Bedfox-d lligh Sehool Guidance and l?ls.oe• 
ment SeJ~v1ee bas cond.uot$d :follow~p studies of the New 
SedroX»d Bigh School $'S.d:aates s1nee 194:5, As a :ttlitstt1is of 
• 
these studies, information as to the kinds of jobs eeoue4 
bV gra.d'tiates, ~bJeots used most by.,gra:du.a.tes. and. subjects 
which the pa4.Uates :Would like to have included in th&i:tt 
high sohool eo'Urse is available. 
A;Lso, f<J't! ;pUX',Posaa of this si:tldJ, th& businessnan was 
cons1de:t'ed· a bette&' judge of· .bes!:nning ott1oe emplo7ees re1 
g~~ding defic1eno1es than the em.plo7ee. 
. . 
An act1 v1 t7 ana.l7s1a was made of the employee'$ d.ut:tas 
1n seventeen firms re.p:Pesenticg the various tntes of' bus1• 
ness ln New Bedford, !the analysts· was conf~n&d to t1%'li1S em• 
plorlng less than t1tt1 office emplorees to tae1litate the 
b.axidling of data and to p~event the duplication or jobs. 
~ctix1;t;v; analz~~st The b~es.king down of lal'ge•scope beb.S.• 
vioxas · tnto speo1fie~~ 
Job ~~lys~s: fhe . dete~nd.na:t1on of the skills and :t tems of 
knowledge that a wol'ke .. must possess ill o:r;rdexa to do a 
.~pec1tic job a~ the tilX'rangiq ot theee in logical 
teaching orde:v. 
Clerical E~.a.ctice,: A business subject offered 1n seool'lfiaJ.T · 
schools, df)e.ling w1 th the vu1ous dut1ea of olef!'ieal 
woxake:t*$ in oft'1cea,. euoh a.s 1'111ng a.nd the ope:rat1cm of 
4uplicato~s. ete~ 
·,·.,, 
General clel'kt ' ' !ehe d$a1gnat1on ot one of a large group of 
' ... ~ 
of.tioe Woztk~~s who ax-e. not $llpio:yed 1n the more olearl.7 
•· . '•· . . . 
defined oceupa.tioJUi, aueh as .tJtenops.pq, bookkeeping, 
o~. aacount!~J b~t whp do a:. v:ariet,- ot Otfie$ :tasks, 
,. . . . 
. ittclucU.ng the p~e:Para~f()n of off!.-Q& ~w~s arid .. $tat1st1es 
.· and. the·· o»'ratto~ .. rit. :!~io'i:i.s otttoe. appli.aneea. 
' OhapteP I ftf th1S'' st"Udj- 't)onsiets of the statement of 
th$ problent. A b:t?ltd.'. re~tU,ne .. of the·· baekgxtound of th$. stud,-
was made in Cbapte~ II in OPdep to ·give the l-eader an, idea 
of. the ·stse of thtl sn}ao()l and sS.a:e of the town in wbieh th$ 
study was eond'u.Gte4 an~··. to d$sc~1be the existtns ourrieulum .. 
· Ohapte:r III contl'lins a· review ot :related studies in 
order to br1ng the :r&aaer up to date. on what had been done 
1n .the we:y of surve:rti in the fielli\ of bttelneas ~du.eat1on 1n 
other schools and towns .• 
·Ohapt,e:r IV 1~ ll d&s.O,x-1pt1on ot the p:ttoeeduzt$ f'ollowad 
in oondu.cttng this stua.r. 
1'he :rasu.lts of .. the ~etlU'ns· from the intormat1on sheets 
and aotiv:ttzr e;ns.1J"S1$ wel"~ l'ecw4t4 in oupters v and VI, 
~esp~eti vely • and suxilln.a.:r:tsed in Chs.ptel' VII. Be.~u~d upon 
findings set forth ill. OhQpt&l' VII, X'ecommendat!ona tor 17J1~ 
pro17,1ng the Business Education &'t.l.X'r1eulu:m of the ·we, Bedford. 
High School and suggestions for .tur-ther~tudy W$:t'-e statet · 
1n Ohaptel" VI:tt * 
a 
• 
.OHAPmilX 
BAOJtGROnlJD· OF fBE S'tm:r 
raw BedtO!'A 1s a o:ttzr located o:n t~ -.oast ot south ... 
~stem Maesao)lusetrts olose to Cape· Cocl aX¥t 66 mile~ bom: 
Boston. It has fU1 a:uea. of l9 $q~e miles and a popul.a.t1oa 
.· r;,t appx-oxi.:lrlai.;&lJ' l091000t: 11ua 1t is the gli\tewe.f ·tt'# oape 
. . . . . . . . 
. aoa., ana beoau.ae of' ita 1oee;.t!.on on th$ water~ 1t ·ta the· 
hes.dq'WU.'tet~s fO» ~ teurtsts. and traveleXi's 4Q1ntl· the wm• 
me,..., ... 
. . . . 
. fbe c1t7 has· a di:v~it-se popula.t!.on of wh1<th Ge.· :pe~ cent 
.. . 
. s.~a. •ttvebom, 17 p$:.;t •:ent g~tsn bora, a%14 4 pe~ •$%1b 
are Nepo• ~e: P•&4oll't1mtt1J1S aattona.11t1es a~ Pox-tusuese. 
Fveneh Oqatian, ~l~slt., and Pol:tsh..t · ~is ;t9,;4~··.1a . a~gn.lf!...-. 
' ·-. -··- -. .. 1 
~ant. since 1t means that ~ ot· the ohiltl.:ffen·.in thtf pu.bl1e 
schocds eolll$ t~ma homes wheJ.te t]le par.ents do nat spealt 
Jng~1sh. 
About on& i!ib.b!d· •t J:~he ·sv, ooo tam1l1$& ovm. the1r O'Wll 
h.•$., Whtl.e thG l'ema:lntns twa-thtxrb are teMnt titmll1ea• 
New iedfo:~ 1$ the. PetaU"i't:t*atiiq cute%' to'%' a eamtt'1'U.• 
nity of aoo,ooQ p~ople ~es14:tng in su:rl;l~lrt~ 'tO\ftU:l; it 1s 
the who~eale eMt~v *'"a 41at:r:tet e~ntJa:trdBS 40o.ouo pepu.• 
latton and suppt~tFbs 1&'1 wb.olesalti '&stablisl:nn.enta. !htt:ee are 
11 900 Xteta.11 ato~ea which s:tve emplo:smen'b to a_.soo people 
taeh 7ea.xa • 
• 
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During the decline ot the whaling industry, New Bedfovd 
turned to the manufacturing of .fine cotton goods. There are 
now 268 manufacturers employing 30t000 people eaoh year. 
Naw Bedford is also one of the largest yachting and 
fishing centers· on the cos.at .• 
There are eight banking institutions, which offer employ-
ment to man,- people. Olose to 6,000 people are employed 1n 
elel'ioal and selling positions., while about 700 people ere 
proprietors of small service establishments. 
School Community 
The public school system consists of one high school,. 
two junior high schools, and th1rtywf1ve element~y or grade 
sehooleJ the parochial ·school·system includes a high school 
and ten elementary schools which take care ot some $,ooo 
children. There is also a trade school with grades through 
nine to ~elva. the New Bedford fextile School for those who 
wish to specialise in textiles afte~ finishing high school, 
the Swain School of Design fo~ those who wish to specialize 
in art and drafting after th~ completion of high school, and 
two private business schools. 
The High School 
The high school has an enrollment of about l~SOO pupils 
and offers a college preparatory course, e. business course· 
and a ci,.ie course •. 
ll. 
.,he college PJifJ!l&ra.tcl7' curXt1culum is intended. p~ 
Pill' tox- pup!J.:t Who Qa~e .·. prep~J.ng tor- COllege and 1a d1• 
v14e4 into t~~e CJ.U'll'1oul,ums: the cls.sa1oal cun!eulum ot 
. . 
· · eouttses p~epares for o~l.les•s which emphasise foH1gn lan• 
guagea 1n the1Jl ent~~.l'equlrements,. the sctentUic cu.r-
r-1eulum prepa!'es fort technical schools and colleges whieh 
GlllPhas1.Be eeienee Qnd lt!athmtlat1os. ancl t~ general·ovr1cu• 
lum, . which p~tepares tw the state teachers t ·colleges, to» 
hospital t,alnins schools•. 1Ul4 to'!/! colleges wl11eh allow 
greater f~eedom. 1n ·the •no1ee ot e.nt~I!Ulce subjects. 
fhe .'bus!nesa Ol.lrllicuJ.um p•epares pupils foX* comm&!'e1al. 
occupations and fox- unde.rgpadue.te schools ot eollll11ene 1n 
various un1versit1ea and otfepa a clio1ce of speo1a.11sat1on 
in aceount1ng Oi' eeoret~1al work • 
.. 
~he c1v.1o cu.J:tr1c!llum ts aea!.gned to meet the needs of 
~ pl.Q:)ile who want h.!gh school txaainins of a moZJe genes-al 
nattnte th.an that prov14ed in the college prepuatot7 and 
. I 
bue1neas cnFr1oul.ums. Pu.p:l.ls who know deftn! tely that they 
will not go to college, and· wb.o do not des1H to be tral:a.ed. 
fort bus1nesa11 w1ll·t1nd he;tt$ sub3eot.matte~ md mathods that 
will. tlt them fo'l! useful living., 1'be subject •atteza !n thia 
oo\U,Ise llaa been a.Qapted so u to e.mph.as1se 1ts practical ap• 
plication to SV&%7•d.ay Ute and also to wi.tlg it Within the 
comprehension ot all the pupils. 81' apeo1sl. peatss1ona pu.• 
p!.la mq elect oouttses in othezt Ct.U11t-1eultll'1ls fozt wh.ieb. the7 EWe 
qual1f1e4. 
1'b.e Busineaa Edueat10ll 1l&;a»'bmenis is lecated iD a ca.-
. ' ' 
parattvelr uaw bu.iltliq nth. IS olas~OlllS ~~ fo~ stu.d.J< 
JIOOiltl• !h$Xt$ $.,& th\'-e$ tJ)e'W!f'1tlt.lg !r10G:nta 1 t:)l!l.'. eq~pp$4 
With as 1nUv1d<ual tahl.&'S ana.·· 'hDeu1tel'th (Jlle of the tfpe-
n1t1ns ttoOlits has au dieta.JhQne machinee and two up .... to•date 
.xni:ln$ogvaph ma:e~s• ·A_ ss~ate ~om 1s used ~c>r ¢t'~1c~ 
~e.etlce and is equ1ppe~ with 38 of'tice maehbl$s cons!stib.$ 
o~ elee'tt:r.eto ana. k0f-4»1ven oaleulat.-s, ·elacwt• anci balld• 
. ' . 
' ' ' 
G.stive:n. e.dd.~ftlJ ... l1siJ1;ns 'il'J.$.oh1ntls. and. $<avera.l 'booklteep1bg ltla* 
. ·. ··~ .. · . . ' 
ehineau ~ lrllamess ~duea.tton otflce baa a Ditto M$.0h1ne:, 
which is usei fo,. ds.monsua.tbls tha U.$& t1t ·11quU du.pl.1ea:b~ 
'l.'he curJ~iculum otfelte4 at the time of this s~df 1s sat 
. up below*' 
English I · .. 
Buainess ~9t1oe 
GeneJtal Se1$nee 
Ocmmero1a1 A~itbmatte 
Seed Yea» • lDf;b. ibtaq· 
:seo~ewial. c~telllu · 
Bnsl.lsh I:S::C 
'OliU.ilatl States H1ster · 
Stene~~ I. 
fJ'pG\W:I. ting I 
El&•ttves 
()omm.el*olal Law and Be~ 
ios · 
Baokkeep!q II 
benoh :t · 
Po21tu~EUJEJ :t 
C~ztola.l Law Q.d Eoonoms.es. 
Siuaaogftpb."}J' a:c.<t frpeu1t:tng I 
··bench l . . . . 
·twtupese. I 
. . . . 
11-o'IU.'th '!'tiQ • lith G»a4e 
S$.oretal'1a1. Qu~~ieu:t~ 
. •· ~llah IV . 
St~epapl1:f. XX 
ftpeuitlq xx 
Offiae Practiee 
S~ottws 
' .. : \ 
SeeJletQW bainlng 
_Aeeoun'ibS .· ... 
FiJie~eh XI . . .· 
Pon~$e xx .. · .· .. 
Ole~.!oal .. ~. · 1~. (to:tt those WhG 
· · ta.11e4 Ste:uopapb.f :r) · · 
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EngllJllh·XV .• : .. ~ket~ .· · : . ··' 
~~=:tf:s (Begltm.!ng)4t ==~f'7 ana. .. ~e.u1t1rlg II 
Off:toe J.Tact1ee fwtusuea• IX . . 
ftaettcal Matb.enl.at1os 
~equ~ed of pup11ti Who 6.14 net · elect fJJ;ev1t1XtS 
the tht»4 1GQ. · ·· · · 
li1gb.t'9' e:t'iild.tts a;r;$ Hqul~$4 ;tox- ~a.4't.lGtt:1on, ~!14 each J:Pe• 
:pa"'ed uub,3$et counts :tive Ol'&41te a -yea,., ~EYW1t1na eouxd~$ 
two and a hll.l.t ··eXt$41\:s,·and office pa.cf;S.ee, one. oxa$41t. 
As 1$ Sho'WA 1n th$ propam of eimcU.·es above, all··the 
pup1l3 · 1n the· lltl$~ss .'1d:u.cat1on DeplU.'tJnent ·take.· the satll$ 
. . \ .. 
. . 
that in· the· $eaon4 f$t:l.V' t'l':'f.E~ pupils bave e. oho1ce 'b~twaon 
. 
. . ~ 
Wo:rlld m.~•~ and Algel;..a. !ell$ pupUs Who bave M"9' 1n'b$at$.cm, 
. . : 
of . ~uhe.ll'ing the1l" eduea~1on atter oompletlns their hiah 
school p»opam ~e advise<l to select AlgEJbra.. . · 
Att&l' ootnpl.eilin! t~ second yeax-~ the pupils have Q. 
14 
oho1ot of ap$rd.aliaat1on; vhat 1e, they may elect to ts.k& 
eithel* the a.ooountlng e'Ll1!:w.-1oulwn .- the ~reta.l'1a1 ou~xt1"'* 
oulum• 5!ho.se J?'Q;p1ls who plan iH> beoQlJ'J.$ . stenopapb.a~s a.nA 
seereta.ries a" adv1$ed to $el~et the foi'l\le:f o"UUioulum.J 
. . I . 
an4 ~se pu.pil$ who ·intend to beeoxa1Et bo.c>kkeel)eXJs ana. a.e• 
oountanta a-re e.d.v:tsed. to s.e1ect the l.a t.ts21 tau:e1eul.'Wt1.-
· .. 
If a pu.pil who seleets· the sec .. e!Jal'!al. :Cur!'1•1llvm faUa 
$hutb.s.n.ct· du.t:~1ng th& · '31U11w fi!U*,: he tmist 4rb:f. shol'thand ad 
take el$).-ie&ltmeuitS.~.,h a ootWse 1a 'Wbich he ·eaa. 4.eve.l.op 
t\Wtkel* 'lle skUJ. atta1ne4 4u.1*1ns· the f'1:rst ~a~. of t'Jpe• 
u! tt.q*. It e. pu.pU · h'l 1;h1s see~etarJ.e.l ~to..U.um fails 
.· typew~!.'biJ.'l$ a~ the· e~ of the 3ualor ,-ea1*'; he lr).USti <b.*op 'bo1tb. 
. . 
aho~'bllal'l4 and t,-pe.u1f$i..n.l anQ. $lt:Jet Slltfleie:t.li; subjeets. to 
as$U%'-e g:eadu 'b!·on thQ following res.:tt. · Honve!f' ~ a pu.ptl. ean-
Xt.Oet ·C&WJ mo~e t1ba.a feu $u'bjects 41U*ing one ~rut w!:bhout 
speoi$.1 pwm1ssirm. f:e.om 'bh.e Guidanoe Oftic.e• 
J?il'lc1.1nga ef Follow"""ll)' iin:uUea 
by th~ ·n&~iml$l'lt ot &ut~e an« Plao~- · 
mb$ New Be.«ft11_.4 Rip S.b.ool baa a Q.ulde.nce and Pla.cetttent 
8~2lv1ce whick s~s th$ stu.a.•t boci.J tn the war ot eounsel~ · 
l:tns ana. help in .$$ett•us t?mpl~enil4 . 
Sine~ 194$ the J>Gpar'bm.$nt of Gu1~C11 and Pl.a.cemut hat:t. 
·eoniu.ete4 a fol10W1P ~tnl.a.r ot· each pad.u.aid.q elass one 
"'t!ls:/1• two ,-ears. a:nd five ,-eus s.tte~ gx-e,.a.ua.tionct i'he ~•· 
< 
· sult of the Ol'Ul-7e:~ stu.ties ZSJollJ. 1945 thr$U.8h 1949 ue a'utn• 
-.~S.~$4 in. !able X• .; 
-· .. 
• 
'l'ABLE I 
SUMMARY OF FIVE FOLLOW'""'UP. STUDIES OF 1945 ... 1949 CLASSES 
OF NEW BEDFORD HIGH SCHOOL. MADE ONE ~JAR AFTER GRADUAT-ION 
'46 3 
Furthexa Education 
New Bedford Business 
'~ 108 
382 
122 
21 
9 
179 
3$ 
· Schools ~·· -' 
Unemployed 
Employed 
Industrial 
General Cleric~l 
sales 
Bookk$eping -
Secll'ettn'ial 
Stenog:raphic 
S?yping 
Oi.'f1ce•Maoh1ne 
Accounting 
Miscellaneous 
6 
lO 
176 
··12 
11.4 ao 
18 14. 
s 16 
9 a 
3 12 
4 0 
2 6 
.. 0 0 
9 16 
376 
145 
l.$ 
6 
196 
29 
399 
145 
10 
. 
5 
221 
.33 
88 8 
27. )l 
1.3 15 
7 1 
0 l 
6 3 
l 3 
0 0 
2S 40 
.)70 .. 
157 
17 
8 
18$ 
l4 
62 
28 
10 
8 
.2 
4 
l 
0 
36 
1,873 
677 
69 
38 
957 
14:2 
4.32 
118 
59 
31 
18 
17 
13 
0 
126 
No pa:rtioular irype of fil*m nor any particular group ot 
firms employs the gx-aduates oi: the Business Education Depart-
ment of the New Bedford High School. so that the training 
~rogram must p~epa:t*e its graduates for a variety of oi:£ica 
jobs., 
Of the 1,.87.3 graduates fi'om 1945 to 1949" one yeB:I! af-
~ . . . . 
ter graduation. .36'.1 per cent were 1n schools for further 
education; Sl pe:r cent ~a· employedj and on.ly·2 pez- cent 
were umr.tmployect., ~hose not ~oeountsd. :tox- in Table :r~ and 
who we:re neithe~ in school, emplored, noxa unemployed, were 
in the ~ed s&Pvio&S:t rruuOP.ied., or deceased., 
Onl:riJ.,68 par .tH:>~t ot' the total number of gradu~tes I . . . 
16 
·, · · wa~e attending New Badi'ord business .sohools in the yea:r .fol• 
lowing their graduat 1oth 
Of' the Sl pe~ oent. of the graduates who wetoe empl.oyad,. 
' ,., i;. ' J 
1.5' per cent wer.e i1f 1pdustrial jobs and the majority ~i the 
~ 
remainde:tt wal"e doing some· kind o'£ ot.fic~ work,. This {Jtudy 
~ . 
was particularly concerned with the latter. 
I Fox-ty ... .f'iva per cent of the ~otal_numbe:r employed·were 
engaged ·in gane:ra.l cle:rioal·· jo.beJ li per cent. were selling, 
6*1 par eent classified themselves. na bookkeepers, 3.2 per 
cent s.s seo:reta:ries, and 1.8 pel' Of!)nt wa:r·e stenQgx-aphers 
and 1,7 per cent were typists. Only 1.3 per cent wel"e 
operatit'lg office ma.ehines exclusivel-y. There was no one who 
classified himself ns Jan accountant one ~ear a.fter graduation., 
The .foll~w ... up 'study o;C. the 1946 class, :f'i ve years after 
graduation,. was di.t~ieult to ·summarize:: as ts:z.a as types of 
jobs were concerned; but ~able II is a~pwtial summax-y of 
. " ( 
that follow-up study beeause it inelud~s only those jobs 
held which could be olassifi&ll under broad headings. At 
this time, 193 graduates W$l"e t:u:npl()yed, as oompaJ?ed to 179 
employed one year a.fter g!"adua.tion"'. This number would in-
elude man'S' of those wh~ we:re getting :further e$1uoation,. ao ... " 
oo:r>ding to the ~:me ... year .follow-up study. only one person 
• 
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was unemployed five years after g~aduation~ as compared to the 
nine who were Unemploy-ed one year after graduation. Forty-six 
were still turthez;oing their educa.tion and we:re .full ... time stu-
dents. Of the 19.3 employed. lS wer,e in industXtial jobs· .fivG 
yes.z.s after graduation,. as compared to 35 in the one ... year · 
study. 
TABLE l:t 
SUMMARY OF FOLLOW ... t:fP SfUDY OF 1946 CLASS 
OF Nl1W BEDFORD HIGH SOROOL MADE FIVE YEARS AFTER GRADUATION 
Number of graduates 
Further Education 
•· 
New Bedford Business Schools 
Unemployed 
Employed 
Industrial Workers 
. 
General Olerical Workers 
. . 
Sales 
Bookkeepers 
Secretaries 
Steno~aphers 
Typists 
Offiae Machine .Operators 
Accountants 
.371 
46 
0 
.1 
193 
15 
.$8 
6 
9 
15 
5 
l 
3 
2 
Fittyweight persons were still doing gen&Pal clerionl 
~ work five years after ·graduation, while 78 were classified 
the same way, one year after g:"adu.ation. There were fewer-
e salesmen, bookk;eepera, stenographers:,· and typists fiV$ 
years·aftett sradu.a.tion than there we:t'e one 1$a:t" aJ,!1;$:t' 
. i 
gra.dua.t1onJ and i»he~e ftre lllO:e'e SGGJ;'eisatties and ao~oUnt• 
' ' . : . . 
18 
arits ~ five yesu'~s. after · etl.taduation ·than th$:tte ·\terQ- one year 
·follttWing graduaid.on.· .. ·· 
An anal;rsis . ot t;h$ bype~ ·Gt · 3Gb·a heltd fi va ll'G&.!'a art~ 
g!'aduafi:lon, Wb.lch. O~t be $.n•lud$cif ill t:t\&. abctte uat;ego»lG$, 
. . ' ' . 
indica ted an improv$Tlent in· kind· ot · poe.1 tton heldJ a.moq 
. . 
th~m~· two. ·buyelis, two ottloe m:auaet'a,. one assis.tant to th~ 
vice president, one ass1E~tant bU,&r.,_one as$1etant ~~-& 
· :mawa.ger, and on& oredt* lnves'btsatw. · · 
The latt~~.pos1t1cns tte:PHs&ntr·,job:s·h$14by people:~ 
were ]:')l.*&bably ~mPlotQd 1).1. of.f:t~e ·po.sttlOJUl 08.,-~ar·atte~ 
graduation and do not l'eJl"GSU1s ·.a COlliplet$ ·xwepol"t of thos*t 
emploJ&d fiv. J$a?s .atte~ paclu.ta.1it~,auee m.a_, gl'adu.ates &m.•· 
pl.oyed five years· attel* g~a.d.lU!LtJton W$1'$ paduatQd ·~om tlhe 
college p:PepaMtwy cuD,_i~UlU.ill ot tb,$ 11gb. .Soh.ocl ahd W8l'e 
in professional ol' teobniQal pcs,.tlottEh: 
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OB'At!l'mt XXX 
DVDW 01! ULADD LI'llmA~ 
•1a ·study was conao1u~d to evaluate the txaalntq P»o,. 
~- ~. the busb.t&$$ da;parimten~ or the .New Sadford High . 
School bom the point of view of New BeUOl'd bus1ns$sm.&n 
and to det'~e tal$ . ~et:l v1t1&s most· frequently pe~tavme<l 'b,-
otfie~ Wt»!ker$ 111 1ih$ N~w I&Uoxad. area for e'IIU'.ll1eUlum»&V'1• 
sion · P'!U'POSGfh 
In 19971 as a :ees~lt ot a at~ conducted 'b;r ~ede2.ttck 
a..· N1cholal undeJ.~~ til~. Qpon.SOl':illd.p of the 1\ti!U'tta.l'd &x-ad:o.ate: 
( 
.SOhool of Eduoat1®.t the tact was e~tabltshed \hat 1'ihe ~t­
est numbe~ ·et office 3obs w&r$ of a ·s$nG!lal clwtcal rw.tlU'e·t~ 
!his stu4y OQV~~$4 4,a~e off1•e wo~kel1s in 54 business t~ 
1n 16 states. 'O'p to 'bh1.a.· time the :b.urd.x:~&a$ e~1eul'CUn had 
been confJtJnleted on 1;he ba.aia o£ pPe·puat!on far! Ennployment 
in atenopaphie and bookkeeping positions~ 
The w~1texaa of the. studies ka$ since tbat time, some 
of which Will ·bf.t Jl'$V1&W$d 1n thia Gha.pt&Xt, baVQ attempte4 to 
determine by job~m111a1s ju.$t WJ:.t.at dut1$S are pa~for.metil xnost 
. 
.fl.'equently by th~ off:toe wwkw both 1n lrwee and amal.l a:rea.a. 
How~ vel.-, even if the.tt~ well'& an abundance of aten()pa~ 
"·· ~ . 
and accounting positions ava11able. thfire 1e an inel"eaams 
numbex- of studats · o~ng into th$ s~con&u17 flehools Who att& 
not intellectually eapabl·e ot ·l&e.rntni& the skills and do 
lNiehols, F. G., !,', !SW: ,0o1:1•e;~,$.(m of Office Practice. 
B~vard un1vere1t7 Pveas, Camb%"1dge, 1997. 
I 
! 
not have the ab111t1EU:l required to become secretaries and 
accountants. In an ~tlole written in 1950, Tonne pointed 
out this change in type ot student when he said, 
'The schoois 'will soon arrive at the position 
wherein all students of' secohdal'"y school age ac-
tually are in the secondary-school. 
fb,is m~ans, as has been long recogni~ed that 
the curriculum must b$ radicQlly changed to· meet 
tl;le needs o.£ these ·.J_ieweJ' tyPes of students. While 
the ne~d tor this change has long been realized, 
little has been done about it.l 
Tonne ~oes on to say: 
Many ot these average and less than average 
potential o.ff'ice workers are well-meaning,. reli-
able, and industx-ious·workars·onoe they have been 
properly taught.2 
Instead of'·spending time not succeeding in stenogr-aphy 
and advanced bookkeeping, the smne time eould be used more 
0 
profitably in reviewing business aritl'l..metio., filing., and 
spelling~-with emphasis on acquiring better habits or neat~ 
ness, orderliness, accuracy_ and iUlproving penmanship., 
20 
Santamaria3 made an extens1 ve study in 1941 11to analyze 
~ . 
the office serviaes o:r office workers in communities ot' 
lOjOOO populetion or less as a basis in aetermining the 
commercial cur:riculum conten't of high schools located in 
• 
. l1'onne:J a.· A., "Clerical Training for- Low Ability Stu-
dents,'' The· Balance Sheet,, February 19S'O, South•Western Pub-
lishing\$., dinofrma~!, Ohio~ P• 249. 
. . . 
2Ibid, p. 250. 
3santamar:ta, Catherine, Job Analysis of Of.fice Services 
Per .formed !l, Office Workers 1n Small Oommun!t.i.es, ~a,ater • s · 
Thesis, Boston University, 1"941,. P• 6. · 
such· ocmJJl1lU11t!eJol··· • 
santa.ntal'fla. 4Gs.i~ea. ··to det$~ the pe~aonali ty tva its 
"Which a wo:rke:r.t •uat. poesese to bEl $ucceas..tul on th$ Job. 
Sl 
'J:he data · tO'I! this $tUdy 'W&~e obtained tl'wottgb. the use o~ 
check li$ts, which wafile compl-etu~:Jd by 78 •plo:rex-s and 168 em-
plo7ees. 
fhe resuit. t;)f th:ts stwly Showed very l1ttle d1fteve:nce 
betw~eJl the &mplet~il'*s judament and tlmt of the employee re• 
gaFd1zg ·the rela:tive impotJtanoe of 'OVel* 00 dut:t.ea in an of• 
f'1ce WOI'ke:t-'!l dailr act:! v!;t1&tiJll•. •stelloSRJ)hte and oletttca1 
' duties were predominant ·activities 1n the ofti~e wo:rke~a t 
dally x-outiile.nl 
,... 
~$ sigr.d.·rtea.nt fintlings rela.\1 V<.i to p&;rsona11t;y tl'll.i ta 
Wf1l"& as ~ollO'W's t · · 
l~ ~e eambtned ju4gments of emp1~,ees and 
&mPlOFers t*ank ao•~cy dee14Eoldly as . the most 1m ... 
pwtant trait an otf'iee ·w:CPkalt' should poss$s$. -. 
· s.: Emplo;vel's and· $:mp1oy-$$S pl.acEl mQ:tte :tm• 
portance on· t'rs.1ta that puta:in to the aetua.l pe~ ... 
forming of the otf1C$· act1vitie$, such a.s ace~s.c71 
1ntell1.ge.noe, ef.t1e1eney, rume~t).!'atlon.- Judp.e. nt1 
and 1n1t1at1 ve than on· tll.a!ts that a:~;•e indicative 
ot an individUAl ts attt.,:nAes ana. ftottons towat'd 
others. 
3. It 1s ev1dent that oft1ce workeJ.~~s. are ra• 
qui~d to possess ure t!laa mexoa teebntoa1 skill 
to be able to keep a· job and succee-d on it. Mo~e 
$Dtphas1s should be ,pl.aeed on :tleV$loping 1n the pu-
pils thet:le personal qualit1ea·that they will need. 
to be a success ·in 'bhe1r woltt. 
4• It 1a pc~s1blf;) f.o'ff tea.oheXts of oomm.u..-
oial subJects todev$10P th~ 4as1~bl$ tt'alts of 
'· 
of fie~ work&t:s tl:lrou.gh · tw:mal. class iutnct1a 
and in tb.Ed» assoo1au1on With t h& pu.pilsJ. 
- . . 
In lMS O~lson ,oontJ.uoted a. su.ner of so bus1nes$WW. 
. to get their 1'$Eu,tt.ona relat1 't$ tc the em.pl.b111t7 cf' 
hi'g'b. echool tn;ud,nesa . e~VS$ gl"adu.atU:iiS.,: fh.e · p~o$$ ·•t 
. -
Q~l~onts. $t~J-had t~~e m.ain ob3&et1ves whioh we~e atate4 
. . . -~·· . 
a.s foll.ows;S ·, · · 
;. • ' .i 
·· ···•· ··• high ;~o:r=== "=ll~t~~ :: 
,., .poinfi :o:t vla of ·a s&1e.ete.«. poup of $tttPlO¥et-E~• 
I. lfo dia~~f)~ · tbt;l £Jt21ong atid weS.k points 
1n the teachins of olll' htgh sohoo1 busineas 
eou~se-. 
;·. *ro d.!.$eO:V.el" the steps *-ich bu.s1nees. 
and. (ml a,ho«ll ee.a take tesetheXt to ilnFove · 
enati»s con41tl01'1$• . . 
Culs~n usd pcwsonal blternew$ tf> obtain the rea.c..-
t1ons 'bt ao r:tf· the ·so bu.$1n&slm1$n: tnvo.l<V~4, ana. a 
que$tloxm.atre•letiJeif w.aa sent to 4&~~e$$ra.tative bu.a1r1eas 
tum.a :tn va~1·o:u• eect10llS ot the of>Ull~ ·to~ tt.t.e %lerta~x-
' O.t the date,,. !he pax-acn.a.l, lnte~"'1e\lt }ll*OVed. to 'b~ · .. s;. time.~ 
' 
· e~ teehts.1iJ.,U.tl atnee .both 'th$ emplt>7~~a .tUlfl· f.ntn~swvtew• 
wt.~e. &ztl'~ly tnte~estd 1n the px-oblem.a 4l$ou.seea:~· Oru-leon 
~-ep~ed that, ••Whe:t-eWJt s. Vla11: was madcih a genuhl.e fee.liq 
ot. i.tel'eat and e~o~e¥*4-tion was ·m.o$t S.p]l)Qent ·on the pan 
l.!b~fi, P• l81t 
Sca:el.eol'l, Gunbild Agdtflt a$1'!t1.;ms ot. Se,le~te!l (GO) :e~sme~ama, aeJ.a._tve !! . tb.e :smrioz!iifi;t&~ ~lila! ~elloot 
BU.sm.esa oo•.~• GJ!'S.duates,. mas e~tt.ll Ss:ta., Josten l.Jnive~· e eiif!i 941,, p; ~- . . .. .. . ' 
•· 
' 
II 
e Ot th•S$ bUSf empl.OJG.~ihnl. 
Oa»1aoa ~- on· to SrJlf tbatr 11: huaine&a . teacheS'S WW4 
make an e.tt•~:.·t.o W\1-~ wtth 'the 'btt$!tl:ms~n 1u:the1.:f o~-· 
aittes. they wuuld n:P ., ·pUt7: of the; ttintiq ·wld.eh Beek 
made in hi$ lld.-(IJ$S.; ~. lf~l~~~Sl,iiJ;"f! ~1~~:, lt(tlEL~$. __ $ b~ 
t\V$!1 ~'U4Wll!' ~.tt4 . ~ --~~~ ·Oa»l.soJil qubte4 hek a.s 
..... ··. . . - - - ·. .. -. . . .·, 
· s. luab'lJ)aa ~~'s ·OJ' d$;ps1'~1l we:t!• gt1r~a 
. fbst. :pl.$:o& · · UJ. . 'bb.:ta ue4 ffa:r.r P&»'S&na.l:lly develop• 
meAtJ tile taost ou.ts~~ ·•a.! us·~ be ·«eve1epe4' 
u& l1s1ie4 1li the (ttf4.$JI of 1ihf?iP' ~m»•~e,. as 
.$U'~Jtmaa-~SM. #!f:il)tll ~$ ·~1$8 £1V$tl 'b-y tlt\1J$G 'bUSiaeSS 
meat s.ae of l!tea~lb11St7; O·ftlrl,el!rt· Ofi',oe 
rruum•s, Att11J'wte tcan~ wuka~ ·Less ·uon~ta.uce in 
tMJ.t.t. Ge ~onanee,~ A Sllleat$• d~s1n tc:,. w•m aaa. 
ea.n · a4vanoemaat. · · 
4~ A 'bef;t$:1' $JSiJ$XJ1 Of' seleet!on p$1; be de• 
vtaed · u the iligh sehtMtl 'tt11s1nes1.* ·•••ee tl$ p~eveat; 
the g~ra11y aimtttetii 85· pe~·eant ~ta11t.J'U 
lJ:bi&, P• 24• 
8IbU, P• lSI. 
ahot.'thalit a1ol1Q. Xt is obvious that wnan,- atud.entS; 
e.Jle U1 th$ ··business eourse ~ o~ 1n oe):'ta:tn d.i v1s1one 
of it~ Wh,o would be more aueeessf'ul a othe:v lines 
Of ~VO!ftt- . 
.. &. fb.ev~ !s ·almost . une.~C>us agl'$ell1Gl'J.t amoq 
thea~ lluSitl$SS nt~ that the schools e.:re su.o•ess• · 
full'S' developing a·p~ed );)l(caf1o:I.Qnelf'1a buain$ss au.b• jecte; b.owevex-1 tb:ere is also emphatic apeemGnt on t:t.ue~ ,po1nt Utat · speed without a®~C7 is va1ue1ess• 
Aeo~ac7 ami neat,~as well'e most t~ecau.ently listed 
among the pnm& objeetlve$ in the teaeb.1ng of bu.s1~ 
neas au.bSeeta.. · 
. 6. S!J:r.o$ tale tea•b.e:ets pe:l'sonality and ·compe'!'l" 
tenOJ" tal'e el.l !.tttpo!l'tant 1a the· tlievel.epment ·of · pJJOpei' 
... bushtEuJs at1d.'IN4ss and job eompetenoies/ :tt was · 
• .· urged· bJ th-ea~ 'but;ttnass men that the teaehe~s seek 
· 'o establ1sh buslaai\ls · et~Wiattds 1n th&:tx- ·teaehin,s 
in so fU as posslble-. fh1s neceasita.tes s•es.tetl' 
!:'!:!:£~-~@ad lmo!ledge in actual. bus1nf!SS xaequ!re• 
.• 
84. 
'J?wo' ·~f the ·mol'e •ac:ent stu&iea o~· Vhis · ti'Pe· were eon• 
~ 
. duo.ted by R'qe.'I1S m· l949 and. Wb.atthettl in 1960. Bnh of 
.!' .... 
' these stu41t3S "U.se4 tlx$ que$t!~re :an.d check ltsts e.a !a• 
. . 
. . . 
· pos~.a· !a 4ee1pted. sohotlls. • 
, .. , I o \ ' 
!he ~ose ~·the ttya.n stlud7 was t~ evalut& 'bl'le pn• 
~ ot 1as'l)JlU.et1• U1 t.J1:f1ce sld.lla ·and job: eounse11Dg at 
Nasb:u.a Hilb. Sehool. ·masb.'Ua, New HampshiJ~e, u 1nd.ustl'!a1. 
. . . 
• 
as 
.e:tt,- ef a'bat AtOOO · ~b11w.nts. , .fJ?h& oonelru.sle>:ns aad •eo~ 
'0:m,tl'U3iid.a.M.ons -~ a.~ a !f~eult of th1s stu.dr w&~e baaaa .a · 
data aeeo~i ~m 1M- pa.dua.t$1 'by mea.D.a •f data SheEJts ·ad 
t.Jheek llste::t 
~ e~latud 'lhe.t'bS:r.* ltieasoa frm ~.the stu.~ waa.: 
· b~oau.se of t.h$ fatltii tbS;t, 'ilJ to tshat tihl$, the bu!n~sa ~J>Q'tt"" 
ax,t.t. ot h$i· ·aeo0'1 "bad be..~e~; its F•SI'atn. on .tu t~ta.41ttoai · · · · 
J$Ull'hta ot ailuq w!'bh~u.t .an,- povt.s1·rm& lflt'l! d$teatn1q 'What 
th$. loea.l btUi$-UastJ;~ .l1~,\d.~t4 ~- tb.o1l' beg:t.JU11q d.tioe 
· w(l:rken. Al:Cq: w11Jh J.$$4Ei:f$ b tu t1t14 of. ~eduailion, ab.e 
'WS>.S t4 the •pinta taat1 • 
these o~ses ot aw«r ~V$ ~-,_.but aolll& 
be • jeofie& to J<tH..U.o ~vaawasit~ U1 the lJ.Iht · .r 
~md.iJJ' •tfteo....-~••> ut11r1t7 anal'fs~s U. th.$7. a.»e 
tO' be ef~j)s~!'tm !A m11;1et~ th$ ·em,l~'b -e$48 of 
stwie:nts.•l\. . . . . . . _ 
BJU ~~d.ae4 the pnbt t'lwthal' by qaetUl$ V• a, 
Oal'm!.eha$1 ta sa ·a.r1lt.le· <et.dJ1tld, uae·s$aroh. lf~e4ed 1a FieU 
of o:t~1ee ma~ aai ClAI*tesl. ntswu•tto•,tt• b whlll. b 
aa,l«.,, 
lawsa. a• ·tit~, »»~a~,. 
'.. -··-·. 
Sl!!~lf., PPtt ~lh 
Studies ot this type can be use(}. to improve bus1neS$ 
education pttograms · 1n s. num'be:f ot ways, i pal't1eularly 1f· 
the1 al'e mad~· 1n ·, spe~if!c local1ties tot' -use in those lo• 
ce.11t1eth · ~yatl :listed the use$ fo'l! he%<' B.ll.r1Te'f as followat 
·, .. !fhe ~esults of tb.1s survfi.i:y-ean be·used (l} b~.· · 
teaehelt'S of business sk1ll 'su.bjeots 1n revising · · 
current cOll:r'~:U':ls o~ study ·and in d.eo1d1ns Vlhare to . 
pls.ee. emphasis in teaeb.1ngJ (2) ·by the job eounsel011 
of buatnass·educa:t!.on aen1cwa·by g1vug·he~a·bette:f 
understanding ·of the· needs · of · ~cung office wo:ttke:tta J 
.. (3) by stuc:tents as a maans ot dete1'min1~Jg .Which· · 
skills are ·most trequ&ni;ly dema.nde4 ofl. the 3 ob a· 
. (4) by the business deputment .head. tn making Ne• 
· cnm1eJ1ds:u1ons to $ohool board tor equipent and sup• 
plies J ·and t 5) · by p1iane& cotms&11:Jra in prGv1d1ng 
upwflQ..,dai,le 1-.to~tion on available opportunities 
·· . fort emploJ$ent 1n Qffiee cleriea.l· oecupatS.ons bJ' 
, padu&tea·:o# butJinea.s ~dueation. O."tUT1culum.l 
' . . ' . . 
. . . 
26 
·.the ptW.posa o~ fhatohe~tsS stua.r was. to1 ·n • • • 4e.te:r• 
. . 
triine for GV)J1cut• :aev1s1on P1d1)oses the act1v1t!es and 
duties most .f;'Sq.uentl.v peJt~oNeil bV ottine worke:r.t&, e.nd to· 
dete~e the effeeti•enesa of the busi~sa education pro• 
gram in Gardner -~gb. Sehool, tla.sadne21, lla.S$S.cb.usatts." 
Data sn.eets_and cheek lieta wette ret\U.lned by 151 grad.• 
uates.. ~ougb. the use of the data sheets, b.tche~ des!LJ.'ecl 
. . . . .· . ' 
to aeo'tll'e the ._§UUIWe!'s to the foll&winS questions: 
1. W$1*8 the 1.94', 194$; a!lld 194:9 business 
department (9l't\dua.tes :em:plored ia Jobs fD'I! Which 
they we~e p;t;tepQ&d tuough the'-» . high aob.ool. training 'l · · · · , · · · · · · 
s. · l!O'W soon befo:fe Oil afte:tt g:raduat~on. were 
tney placed in office jcbs? 
l!bid, P• e •. 
lfhatoher 1: P!• oi 1h., lhr 1. 
·a. Row 414 the7 seev& thsb t~st f/f'f1ce· 
job at 
. 4. ltew maz17 wePe atUl. ·ampl.o¥ed on the 
:.f1~st.· job ~bta.1ne4 atteJ~ leQ:'Vf.llg htsh sohoolV 
. a. . What pe%'e.tage. or gzaaduatu~s bad " ... 
ce1vGcl. pctt .... qeilJJ:Ulal'f bua1naS$ t:r~aln1nst · · 
e. · · D14 the pa.4u.ates feel that the1:r h1Sh 
s-ohool. uaimq was adequate ~~ wceess on · 
px-esent. otf1oe Sobs? · 
· 7. Did g»actet1as of the business dep4n" · 
. ment belteve that the high ~c:Jl· sl1ou14 mala•···. 
ta:tn a plae&m.$n' .eepv1ce to asa1tJt pad.uateE;l 1n 
seeur1ns. positlODS bev.a. the W1d.al. 3•bt 
e. What was the Usttt1b~ticm. ef 3eba he14 
by pad'tta.tes . a.eet>"Pdlng · iso s!ze :f~f elttee azJ4 
types· of lJus!neas ee~c~ empl-Q'ir.tl hJ.sh school 
g.aduates for ofZf.ae J:e'bst· .· · • 
s. What nssests.as f.\14 tb.e g~NL~1H1la :aave 
for tmproviq the PHS:ram et the bu.atnesa · tiepal?'t""" 
men'b ot· Gal'~· High S$!100'1?1 
~atehe felt that tbe mtomatlon obtalned as a vesult 
ot the questions,. and the int~tS.oa obtained tUoup the 
check lists ~elattve tJo aotnJ~il 3o'D aet1:v1t1ea wOUld 't!& ue• 
.fu.l in plann1ng tb.-et •on:fl•t .tlf the buainaQs celU'se 1n he• 
sChool. 
~e u1tevs of the etWU.ee ~evieW$4 !n tld.s, ohapteJt . 
have sought two ii"ss of 1!lfomna.Mon; (l) ln.f02i'm.ai:1on ••la"". 
t1ve to the aatUre of the 3•ba pe~fo~4 b7 offtee workepa 
in large a»eaa ·01' 1n speoitio towna, · a11d (2} ·:tntormafltcm F$• 
gal'dms thti e•Jlopb11iilf ot htsb. aohot4 patM.a:bea~ ·fhe 
aata ·ror these stm.die·a hav$ t»e&n seeu.zted hem the point ·of 
new ot e11f'hetr tne· em,lo¥&:t o~ t~ut emp1•J"S• bJ'· meau ot 
que$t!omla!~es~ · eb.ack l.lsts~ • pusenal hl!flu'd.$wa• 
. sr '*t'tvi$WU\g hhess stdlea the Qit:ft was tt.et-.w able 
.. ·. ' 
to 4e'b$8:o.e tihtit p»•ee4ue$ ··u nttable tu aQeetq the 
1Uto»mat1a Mtl4tiJ$al7' bo · na.e1va: ·tb& ·p,bleme · et· thie stu.tty. 
. . 
.Whe pvtoed.Vaetol~~d. itt w•lkba c;ut 1)he ~dtl&ma ·(i)'£ tb.1a 
. $W{J.f ·ar& ·'d$9U!h4- m. the tollowlng ob.apfJ$P• 
~ .· ~ . 
. 
• 
·CaliPHll XV 
IIW!i& OF D~1Blil 
... ········. 
. tltft· *~ 
Th$ folltw!ns sl&Jm tl&'t, ~- i» .e_..'®.tf.q; tbt$ atwlVt 
1-. SUd.lU $ ... 1$. ad atw,UeS. ia -~ f!.Ol·tl. W$1'8 
l.P$\tlPe4, f.p: tb& pV)l:oe~ ·ot. ·Ql'ttatalJl$. ¥.L ba•~ · 
p$un4 - · tthe atutl,J· ~ be$.1J ·· ~uftl ·.to» 
oMldue'~ ilhls l'ti~t . . . · . 
B* · J~$ltl& Q14 nsseatlo».S t1¥#· c~cttq be. 
stuq we•e obt.atnQ~. t»om,. i¥11e SU$&11t•t--1l ·. 
aaa. the· &m4 t~>f·su~~· ~t~lrm .or the 
!lew :seu~ Sehtiol.DePa~ntt-· ·--a the ~=· 
eip.J. of tllle.·.· ··a. hti0l:'4· a1gli · $ohoe1 ·~JUi 'bll.e: · 
. Jtf;laft·rot· ·tu :SU.SB.Gtle·~a-~··letua.t•· 
a. A eh$ek !.tat& ~ f). ··l.ett;w flt u~ttal. ~ 
p:V<:l,a..t.t&d ad ·--~te4 tb· · 'hhe b.t,lti.d.S ·of ~ 
~b·~~iJlQ1lJ$i;· 4ep~1Je . 1'011 S.:PPJ'OWl~ 
4• A 11aii ot ·~ lmal•ease$, Whith· ~4 ..,lop4 
•~• BeU84 Btjh s.b,()ol; ~tth:··w R\'&li 1ae 
llkttl'J to ~l.er th-., was .. a~eu»,e~ ftta -.. 
·G~e t:W.4 flAea$t:ds :ae~--~ 
a. 91& l~ au~~ waa ~cm:ba.ette4 ·aDd 1l\foan.et. 
.fir th& plati t• rttake a· $U.*'V$f of. :J-10 buetue~a 
fiana to'll·· thfii p ,_,ee& of &altaU-.. tke ·help Gt · 
•• BeittW4 buebettP19n b lmJJe~ ~ l'iul•. 
n.tdJS: nn-1outa ·of· thEJ l'ew »$\it'•~4 118h iehQ~~ 
;., · Ol'iG ~clJ?ad. au tlftf' qaestioha~ea a:al 
' ~···,..,.,.;......-. 
l*ttel's ot ban-ttal. W$~e sexd; to New hA• 
f~. bu.silaes~n~ . A tollow•up. pb~ila1 aB.l'd.. :tte..., 
, . . . ' ' . . .~ . .·. . . - . . ' 
q;~xesi'Jil'lg 'h& li'iltua .. of· tb~ .,heck list WS.$ aa'h 
., ,. ' 
. 'U.aab1$ q¢es'hl~wes W$%"$ X'ee&i vee!, a 65 .pe~· 
• • I ' • • ' ' . - ' ~ 
oent. :r.»•im:,xtt :ligb.t queat1ont\&~es Whteh ••• 
~ ' . . . . . ' 
l;*et~a. eould not be u.sea. 
'1• 9!he. ·44~ neelve4 on,. the ql1eati.:m:cmi1.ttll we11e · 
tabulattii altd. ana.lyaea., 
a. Su.mm.aJ?, cone1u1Gs, ·ana. »~'Ul~t1o:ns wel.*e 
to~ai;eci1 'base4 upon.; tl:t~ f1ntinss of the 
stud7•· 
An tffoJttr was llt.ade to ·keep th6 qu.est:1~1l"e as stmple 
a.a potuill'ble, and most qllf.~Stlon$. W&»'\t deslpe<l so that the7 
oou.ld be aswwtul 'b;r ·•'!~au Q:rl *'lfon ·«>X& b,- »tel:i&17 placing a 
-. 
check m&:t1'k 11\ the ·spa4$. P%*GV14$4.p; 
!he l'ltiJl1&1 trint•tmatlt~n ahe&ts,n was selected to head. 
the queat1onn.a1,..e ht. ord~1' to ~void elifi>ating s.n antlpa.tb,- 1n 
the minds r>f the :r.-•1p:t.&niia . stnce the tevm, ffQ,ustionnaix*e;t· 
has l:leen usea. so tllequetl.tl-'1• 
A number ot job a:nal:yats WUX*& ll:eviewed as e. 't)aa1e f o-~ 
dEJta•!tta1f18 the s~l$S\ and b~u~t pt:JoedQ.e fc'r' obtainiug 
1:ntolt'mat1cn :t-&P!'d!ng the fifequen.c1G$ oZ the vatt'1ous a.ct1vi• 
t1as peJ.tfo~ad bJ. a ;ll$p%*t;Uil$D..tat1V$ g#OU.p or businesaes 1n 
U$W Bedford. fo~ the puvpose.~f tsta~l1shinS tbe relative 
:tmportano& of t}U) va~iou.s e.et1"11ties, and to Elbtain the: •""' 
ployees' :ctpin1au a.:s to Whe!.'*l the~ aetlvitd.es ahoul4 be 
Sl 
tau.ght• .... in school, on the jobt or beth~ 
!l'he s.et1 v1 ties we~e. di vlded into seven gl"oupa and 
headedt St$no~apb1o Du.ties, fn?1ng Aot1'V'1t1as, Duplicating 
Machines- lotl'ltkeeping Activities$ Of.tice Machines Used, 
.. 
Otbsr Otfiee Activities, and Fi11bg Aet1vit1es • 
. ·A list of' set:t:vitieQ for an.oh ot the seven headings was 
compiled on the basi~ qt' the atudie!i made by- Potte:r*l 
... ' 
O~~ers and Wh1t1eJ',s and f:f'om the opil3lor.ts, based on e."q)e~ 
·~!ence1 otteaehers ot se~~tarial subjects and business 
m.acU:dnes_ at ·thti lV$W.• Bed.f•~d Bigl:J. Sel:u:u~l. 
'J!nti divisions fe~ eb.eeld.Jig appX'oldmata -frequency of per• 
f~ance Of aot1tr1tl$S .on the list W$~$ tJw SQS as tb.OS$ 
used.··· by fhe.tcb.e:r3 in . her stn:uiy tor the pvpos& of compar1J:11 
de.ta1t 
Soon at~e~ the q~estlonnai~es and lett~rs of transmit• 
ta;L were maileti, the. loqal new.spape~ p:t'J.nted the stoey of the 
stu~ hf)s.d.e41 "B1gh School Asks Business Bow It Oan Bette!' 
. 0url'1culum.. u ~he aJ.>~1ole dese~!bed the auve,-, and ita pv ... 
poset 
., ,. • a oommtttee of p:v.tne1pala and 
department h$a4s la prepa:ring the I-ev1s1cn 
• 
• 
of the business eurr.toulum, It :ts felt 
that with the suggestions .from business 
eatabl1abnl&:n.ts t the eo'l!rse eontent can 
be made l'llO:t:'e etfeo~1 ve and voeat11onal obj&etives more cleBX'17 defined. 
· It quoted the head _ot the ilus!ness Education D$par1W.ent 
as aa71ngt ·· 
·~om t1me· to ·tlme we· he~ comments from 
loeal bus itles&m~n and .WODl&D. eoneernlfi6 . · ... 
the ·1nadeq't.Ji•r-' :of out" grad.'tl.Jite:s • · We oon-
stantl.¥ are st;.tvtq to lmJ!r-cwe. the tlli:ll"' 
· tty of our ~,cluct. W1th the cooper~tS.on 
and good ¥1$.11. .of businsss. e~tablishments 
1u the e1 t'lr~~ $ltd stti.wtJ'tlftdi- towns ·we 'be .... 
Iieve the 7:owag people in th~2high school 
· usn do betteX' and leam m.oX'rh · . 
· '!his ut:tole. was: :followed sho:ttt1,-:b,- ·an ediiu~~ials in 
. .. . ' . N 
the same· papel:' whieh. desel*lbed the s•ve,- :aa c 
A eollet:taue11'V'e move that · w11·1 bel'ieftt b.oth ·•. 
students an.4 .. ~.Plo~!"th 'he pr:tma:t7 ai;n. · . 
1e to obt~d.n from 'tntainesemell ami hade of .. 
1ndustl'1al·pla~ts a~g~stions of ways. an4 
means hy wb!eh' stuents taking th$ busia.$E~s 
oo~se ean 'be'bette!t prepare4.for. jobs in 
tM wwkatq 'w$~ld • • • -
.. 
lie~e is $n opportunity· f~ ~mplore~s to 
assist the B:tgb School 1n .a matter tbat ·. 
eoneel'ns th$m1 ~nd it is to b$ hope4 th&J! 
will cooperate •. 
• 
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AfteF the first ma1li~ ve of the 160 qU&et1o:nna1rea 
mailed wer$ returne<io fhfii .tollow .. u;p · es.rd brought in 12 qu.es• 
t1onna1res,whichmade a total of sa ~esttonna1res ~aturnaa. 
lnm.p Sehocl Asks B~s.iness Row It Oan Bet~e:z- Ourr1eu ... 
lum, n ~ti.e Standa%'4 ... ~1mes, New Be4fOJ:Jd1 Massaohu.aetts, .. Ma7 .10, l.95o. · ·· · · ·· ' · u ' • • 
Srbid 
W 1~50=fhe, Standa:vd ... T1mes, · New Bedfox-d, Massaohusetts 1 may :J:4• 
e ox-: 5.9 pexa cent~. Siltty-.... two quat;tt10Dl!l.ail'$.SJ.' 0~ 41 pe:e. ceat,.· 
w~re not :ttetumed at; all~. 
Of the sa ques'b1~1%tes lt'e1nu11ed1; eight wex-e x-et'tUtna4 
blank accompan1E~cl by ·lettar#il exph1n1ng Wl:lW the,- had .ll;lot 
be~n·· filled in.. !o~li~ ot these ex:plana.t1·ons we%le $1liil~· to 
. the. foUoWJ.tlgt: 
Xn view of the . faet the. t we emplf)1 onlt 
one . office· .,l.wk, . W$ a.X'e :noi; in a poid.tlo:a 
to fill ou' the 1ntomna tion aheetis 1n a · 
~»e~ which.w0Ul4 be or ae~v1C$ to you. 
WADLE XXX 
fD QMNS ROM Q.vES!IODAIB.liS 
Pel* 0$1'lt 
.~ Retu:rns 
Q't.t&st1oxmab$S afte3.1" f11.'$i; ma.£1~ 
Que st1onns.1res 11e'buned a.tte,.. 
follow-up eard 
Queationna1~es not used 
Total qt.test1~1»$S used 
'16 
12 
8 
eo 
51 
8 
69 
i 
56 
Ae shown in fable III~ all pe~o~'bag;e.a for this stuq 
were based on so quest1otmab'&s,. o:r- 58 pex- cant o:t the total 
nUJilber se:o.1i, a1nce e1gh1J were no'b usable. 
In oXJdev to se1aot the fibS ln which the job analys1s 
e WOul~ be made, S question waS added tO th& UinfOX'ma'f:10Jl 
Sheetsu to t!nd out which ti• would be willing to ba'\re 
the!!~."' emplo,-ees fill out check lts.ts pertaining to thf;l 'a.u~ 
~ies pe:t'.foXllnE)d; ln the office$~· · Fittr-tbl-e& f!xams,. o,.-. 63 · 
per eent;. a.nsw&1'e4 1n the e.tt1ma.t!:ve~. 
$eveil:bfluan· f1ftlul wh1eh bad h$quen:tJ.r er.r:tployed · Hew· Bed.~· 
fo~d Blgb School sra4uates·were seleetad to repvesent the 
various t;nes of businesses and ma.autaet'Ul*blg t1t'lns 1n New 
Be4fo:fd.- onl.,- f1~s ba'ring less than SO off'ice employees 
. were :eb.osen to el.im1nate the f.uplica'b1on of 3obs and to 
fao:tl1tate th$ btu:JC!li11l! of. data~ 
Among the· ·seventeen fl»ms seleoted as a· J!&pPeaentativo 
SX'OUJ wue .a b.&~ pi tal. a bank,. a lalf1er, aa 1nsu.ranee f,i:tm1 
aevel.'e.l di:f'farent; typEts of sales .tt~, am. manufs.etu1rlg 
ooneel'ns •. 
When the seleetion ot· f1~s was 4ee:t4ed upon:t the s.o• 
t1 v~ tr cuml.Jsis cheek llsts wex-e ma11ed to a eeleetelt ~ou.p 
of business fiz'ms+: A l&tte" (Appendix B) was sent with the 
analysis Sheet to explain i'bs.JA\!'JlOSe ana.·~bs.size the fa.et 
tba t 1 t oo'Ul4 be 1i'11le4 out 1n tf311 tninui:u:u·-. . 
In . several instances whel'e the eosiJ of' such px-oee4ve 
was · PJ'Obibiti'Ve 1 personal v1s11ls we:re made t·o the businesses, 
and the fo~ we•e lef- w1th adequate 1nst~etions f.o~ e~ 
. I 
pleting them.. fb.e ohsok 11ats w~11e picked u.p by the ~itet.J• 
. !he aetiv1t7 ~lysis ~eebs we~e completed b7 the 134 
emplorees in the 1'7 represeata.tive ~1ma.a ami eithel' %'et~ 
b~ mail w ealled #:oX'• 
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ANALl'SXI OF DA!t!A OBWA:tmm FBOM INJ'ORMAUON SJBm9!$ 
!he 1tlfQJ1nfl.t1oXJ. sheets we:ee ut:Je4 . to obtain the data eon-. 
O$S'XlinS methfl<ie ued to a~Oltl'$ applioa1'1tt!ll »efl.u.ii'Gm$ate to11 
empl~t; 41$\Jt!.bu.tla of jobs, a.na.. 4e:f1e1ano1es obsel*wd 
1n aew Gm»lt~treee• 
TABLE XV 
!VD mES OF J'USINESSES m mttOl£ !flll SO FIRMS 
WltiOlt COMPLJISl> ·110 QlJES!XOlm'A.Dm W1mE · BN&AGED 
Whole$al& &1* J~ebaU ~alas 
~ufe.ot~1!11 
Banklng 
~anoe 
Ootd';:'faotlng 
Pu.bl1o 11t1l11W 
A.,oount:tns 
h-1nt1ng 
tAW 
Iuompl.ete 
Al1 ethe:rn11, (one eaoh) 
31 
19 
6 
J 
I ., 
3 
J 
I 
8 
1 
'f 
IS 
sa 
e 
4 
4 
4 
' 3 
8 
l 
8 
100 
; 36 
~be 80 :f:tttmS WJUeh tUmiplei:ei lltb.d J.*~tun$l the que~tie• 
' . ' . ·' 
nabe we•• Jt&-"senta.t3.v$ of the va..~1&'bj' ot bua~esses m · 
New Becit~dt ·b mA3o»1tr ()f 1ib.$ fir- as Wl':pl~ea. lfew BeU:a4 
. - ' 
Blah Sohool pa.dua..te• at!t~t•l7 o~· f1lequ.-ntlt• 
· ·_ · · !lbitttr._O®., w as, ~~~ eat~ ot the so tht.tns ~were : ela~$ft.• · 
. :f:t~d as wholastil.ta it:tt :uetall sa.1es estab·l.:tslmtentuu 19'1 .· 1:J~ 
sa per cent, WC$ft. :ma•a$t'iU1e~J whU& the thU'd · !t.altaest 
_ clas~1f1eat1on was b!Ul.kh1g·w1tm. a ,.Eu~pQtldmiJ&• -on& qu.es1d.-.• 
••••. ·•·• . t. . ' 
· ~$t-e: was. tilled in f$O~etutl7 ueepli fw the Mm.e ()t fUnli 
anct tne: ot bwd.ile$S• 
!fABLE V 
·US ltDlm~ !O _·watetll fD SO _FXUtS Wlttelt ·OOMPLIBll 
WS QUS!tioml'ABli SM:PLO'ID DW· BDFOI» laflt SOKOOL UA:O'U'AfmJ. 
Enth-e1r e. 
F~equenllt 4V 
Gene:t'al17 bu. 'b not b*equ~nt17 & (not l1st$4 1n qu~eticm:nab'e l _ 
:aa.·~ - 14 
lln.s.z- 3.. 
:LO 
88+8 
e.s 
17•8 
1,9& 
• ••• 
Eight f~. bV 10 pe• eeat ~e$pon41ng, th41oate4 that 
the~ emplo7ei )lew Bedf01'4 lUSh School. graduates entill&ly, 
Wlt$2.'eaS 1J!t 1. OX' $$1! per ce:ntfl employed liE*W Beti'~£ ltigh 
., 
e Sehool padu,at$S ttt~qaenii17w Five ~e.spondenta &tided. tha·· 
' ' 
th&7. empl~ea. lt$W :h4fmt4 Btih _·sehQ"Ol s:ea\!ua'hl$. senelfa~1,-· 
b"Q.'C not fS'$(1uen,lyi OAlw··e.ubaen ~espodel1$s, :cw· l*iwG· :)ett 
. ' 
··e~iti ~a:.$1y Emtpl.ttye.i·wew: hU- B1sh 8ehoD1 ~a4uat•$; U4 
·.··:,. . .··. ' . 
. f:>#~ ,.,_ev<i:e: $mplotd tb.mtti ·on. f1V$ q;Q.estioaa.-•3 th~$: quellJ~·~ 
1110». was not q$We:t'ei· at al.l~ !f~bles XV and· v s~lae 
these l'isvea• 
· JitA ~.'dt 'fr.'r· ..-~ .·v·~ 
B.e~~iatl1ons ··.$£ · emtl.•"$8 
New :seUei Kip School ·<Gulla~ 
a)1d Plae~'b sanlea · 
hbl1o f:m'I.Pl<t~t aseulee 
:Uew$papet- dvenU:emaiut 
Lettavs of· epp:U.eatlon 
aua1nesa sehoota* 
Appl!.ea:b1a 1n PeJ.ieoa* 
· ... ·... * 
oustomwta 
' .... ··:, 
*.wet 11sted 1n quaa.tl~l#.'e 
II 
II 
11 
19 
lS 
1$ 
6 
1 
4C·: 
••• 
te 
II 
11 
1$ 
8 
1 
: .. \ 
Dl •dw t\\ de:ts~ how the 'bu.$1».$ssmen of·· Dew Bed• 
ford aeeus«. e.pp11eaatnll to'l! ;fo'bs. b thGU! l:m,.stnesses, thew" 
weX~& a.skaCl to ina1oatu~ the mlllthod uae4 most b'eq•ent1J~ b7 
38 e p1ao1nl. a. oheek beside the ~e1D.o4 0~ methods 1n tal$. spac, 
provUi.ed on tl!lli .1nf':o~t1on sheets. ~b:to VI sua that thfil 
. • 't .' ' . ·.• . 
p«!a.tE)st a'll'lnbe,_. (It_ them.,. w 40 pe» o•'tJ~ aoqu~ed tb.eb. a$w 
empl~Jees 'U.)on · the _1'et:~tm4e.t!.ons ot empl~es a1rtea4J" _. 
P~OJ~i)d 1n the fll'm•· · ~~t1ve pe~ .,cent uet the :rew ie4~ 
.tOJX\ Hip Soha&1·· Gu1dtu:1oe am. Plac~nfi SWV14e, Whll$ 
16 ~"' eau used at:b&~ 'mplopentt a;a.xte$.$8~ kerdS:f~ee 
pexa' een:t} used nenpa:pw ad'V'~l1«d.s.~'b~ as a. m.ea.ae of $ee~ 
' . . 1•:1 
\ 
ins e.pp11oe.ata with t ~e ... ne-at hJ.gh4fla'f; pe.~-etmtase dGpf:lD.U:OS 
la.Xtsel.zr u.p.~ l•bt$2."1 f>f aJ»l:toe.tf.on l"eeelvced. as a »ewlt .of 
th:e ad.,.-•ttPd ope1d.qa• 
Aa tn<l1.,.a.te4 in:. !!able Vl:, 1& ~:tr ••• (t)t tmt business• 
men weX'e tn the ha.bi t. (jf s$&ld.q tbeb off1ce parscnne1 tl*a 
·, . '·' 
tbe priva:te busln&ss ~1'\G.ol.~ 1n lfew le4fol"d. ·s:ta ::rtespomte·nhs 
'. . . ~ . . 
uete itt u_Applleat:ton in · Jexreon~ Whieh appl1oats.cm.e eoulcl 
~v~ baen the 11-Etaul1nt ot '$!1'bh&~· :newapapw adve11t1eements1 
J-tlCOltmlenU,lon.a of &mplerees, .. _. ou.s~~f:l.t 
In otb.$1' weaa. ~bl$ Vl 1n4itat-et:.t tha.t ~ f>t the bll$• 
tneaSten WEfJte seeus.ns the1~ new of'ft•e llel» upon tb.e ~ecom.• 
m~t1G tit tM applicant h1ma$lt • some, pe21son who 414 
net ha.V$ the Meessa3:7 lnlo:mnat1ol\ t;o afi'isur#e ilu 'bus11:lQs~ 
'bh$t he •e g$\t!q the be.~;Jt pel'S® tf#l a spectt1o 3•b-. 
· · l)1 .... to 4etttnnlne 'he lfifll3t imp•tant · :eeq1d.remeata 
f·or seout;ns in!.tlal empl.o~it,. t• buebl..esamea WSll"& aske« 
to. tn«i~te the l't:~tt~-.en'bs consider_,tl \17 uhem to be 9 Vel.'7 
l".nl.pGJiktaat,u ur.rnpwtmnt,tt 011 u~-.u.n 
~ble VIX &howe that. th$7 .aons14e,.ed appauanee e.m1 
tMJ.rd.as to· be ef the pea teet f.mp•tance~ and., 'l?&.bJ.e Vl!X 
shows tbat the m.a.joJ.111'7 of bualn•semen OOD.Sidered age ana. 
-expe»tenoe to be lE~ast f.m!JU~. lf!ne employe~e e.Mei t~.o• 
tat1ona to the etfeot t:bat the i1npl'eecd.Ol'l ·uvea.tset. .c1:fdl1q tho 
pe:rsona1 intf;lll't'iew waa exeee4tql.J1ml'~• ():n].y nmetea. · 
a-esponiafJs 1d1eatu~d that ;paus ()b1Ja1ne4"1a bi!h sohetol 
. . 
wc~a 1fe'f!7 itftpona.af;_, ·.$;a;··iahom m fable v.tt, but at the ~, 
tlme, both •~ommet14at1ons a.aa· gl'a4ee obtatued ta ·h!p 
$eh.oel· we:ate · eq,~lr -Ol?tanti, as 1n41ca:be4 1n We'bl• · VII%• 
~ama ·vn 
DPOI!ANOE OF REQV~S FOB INr.nAL DPLODEH 
. D' !fa Ol'lm;Olm OF 10 B\TSXDSSMIR*· . 
~ppe~e 
T:ra~ 
lieeqmmeda'lcns 
Ea.pel'tenoo 
GPAd&s obtmme4 ·m 
hSp .aoh•o1 
Ase · · 
•" 
i 
4 
14 
0 
24 
~ 
11 63 
u II 
, 31 
• eo 
49 19 
40 9 
*Ax-ve.J1,Sei1. a.oco:r:-41q to ftfaq\ttlncr ef t Ve2i'J · Impovtant l . 
responses · 
~ell'.' et l.m.s1uasmetl. respen4lt:J8 
. . 
.• 
_;,.. 
.. 
Appeanlitoe .. - . · 
~~ta1li1l18 
· fteCQYmnC4a.tldS 
{!J:ad.ea ol'it.ta1nea 1D. 
·. :td.gh t.icht~Ol 
Ag$ . ·. 
J.ilxpe•lene•· 
· .. ·~.; ·_ ; .I . .'_ ··r_! ·· . uu·_· 1:.· ·; -_·t -~1;;:·---~ :~ :·; _ --~. ·.ll :J ~ ~- · 
·-··-· _ .. 
11** ' 
·II 
" 
" 40 
d 
41· 
88 
a 
lt 
e· 
•• 
'14 ' 
1fl 
• ••• 
GS 
49. 
48-
v·i .. -r rn ·.·. · r J 
- m• to :111m the *--" o£ $h-1Jb.atl4 and tne-
e1fllDS uttea ot whE.tt lb:tte 'basne«taman eorJ.S14.weti mtl'l!.mlflll 
' . . . 
X'Gtau1,tml$nfut fe'l.t ty,p!Dg* iJatd.ng Uet;a.t1a1 alUi tvansoztib!as 
cc:w'bl:taad aot•s ot av~A&e. 4itttetd.tr, •~ bu.s1nea:Bm.Elll •a.a · 
aske4 flo 1nticati& what he oma1t.Bh4. emplofahle speed.s in 
oomteetlon with· 'use tuee ju'b actsSVlttoa.tr. 
.. . .. ~ -. · ... 
e:tuty-els einlil.~a, ·OJ.t 41 ,_ eenis• idS.eate« ·tmat: 
t~ had stada21As Of »"Of'1e&a.,. tt;W. the ''».t~e il)f the 
a.utles to'P at least tm$ ot · these jollt.~• tb*apb. X shows tbas 
th$ ma3•:1t~ ef l'Nptna«ea.:ts »eq._1,e· a· speed ot .50. w•tUt .,_. 
tntxm.'e f'ox- tJp1q matte:u1a1 at a:veftse 41ttleul.fl7, th!.ES· ia 
-· 
GiAPB X'. 
JMPLO'D.BLB IPmlmS fOll m:nm f.tt\MIA!J 
·.... Of .AVDAGi DIJPFXOtf.tlfl' A& RIPOl\Pl} BY 
. . ··lEW BDFOD BU~IDSaBV . 
. . . . . . . . ' 
B<.l• 
'-1 
.. ,.0 
We:edl 10 40 46 . 50 U G.G Gfi. '10 Vi 1~ , .. 
miaao · · ·; 
A~Wl&S'a$$ ttP,"ti~' 11 Wt*'d$ #)J.t. mlaate 
. . 
fw st~!pt C0f11J hem eo to 100 WOl*ds pal' m1tm.ie fcm 
tald.lls tietatlon tit aveaaage. 41ftieult7 1 aa :truU.eated 1a 
. . 
Gl*aph Ill and 50 wel'da . pe~ minute tcm transcr1b!.nS ~~J~t• 
,•' "' . 
41 
I 
!.'. 
. _' 
·uo. 
-~ 
11 .. 
J.,O 
Jl 
,6 
''. _,-
·. ,, ' 
& ' . 
• 
-I 
·-
41 
· ..... ' 
. - .., .... 
Th•~• staned&·-~ about. the same as those, telmd. 111 · 
en compaaiEUJ lathe. Vtd.ted Bta.ims --ana; u-·m ·o~•··a.ce.a.• 
_ s.ng_ to • $VV'eJ' cond\tei$$4 b7 iJhe lat1onal· ~ ~-' 
e. GRAPH III 
EMPLOYABLE SPEEDS FOR TRANSCRIBING SHORTHAND NOTES 
OF AVERAGE DIFFICULTY AS REPORTED 
BY NEW BEDFORD BUSINESSMEN 
No. 
4 
3 
2 
1 
Words per 20 25 30 35 40 45 50 60 65 80 100 
minute 
Average speed: 48 words per minute 
Assoc1~tion1 in 1950. 
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As was shown in Tables I and II in Chapter II,the major-
ity of the New.Bedford High School graduates obtained jobs 
of a general clerical nature upon graduation because, as 
shown in Table IX, there were more general clerical jobs in 
New Bedford than any other type of job, with the exception 
of selling. Selling had the most opportunities according to 
Table IX, but many of these jobs can be handled by people hav-
ing less than a high school education. The opportunities 
were much greater for women than for men in all five types of 
office jobs, but selling afforded the best possibilities for 
1National Office Management Association, A Survey of Vo-
cational Requirements ~ Certain Beginning ~obs in OrTices, 
Survey Summary, Number 10, 1950, p. 6. 
• 
• 
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=~ ot fltll' of the Qth$r fol.W tn>as ot jabs, ·as Sb.Ol.m. !a 
4J?abl4 IX. 
TA!m lX 
l)I8DXBlJ11XO.B' OF EMPL«<SES 
D 80. JEW JEDJ'OU DVS!D$SS8: · · 
Bel.J.1ns 
Gen<Wa:t C1•aa.1 
:aee.a ttaeJt»s 
Ottto& Mach1n&a 
SeeP$f;a:.lal. · 
4H 
,. 
71 
ta 
" 
"'tif 1141 
4$3 $26 
20& ISS 
l.Ga 180 
l.K liS 
!~!able IX ala& show• tl.U4.t llGO~-keep!J)g .a.ftd otfS.oe--.~ 
ohine Jobs we.e tb M.a'b b£shestl tm the lltt of of.fier 3ob 
oppOl'ttmitlea e.vall.a.bl.e 1». Jew BeUgd wtfih the least !l.1aJn'bW 
of jobs in tb.a seo~etiaJ?iU ~· fe eitl!lall" me-. o:. w~, 
and &.':\ Gxpect~. et~ex.a1ns the lii:~aet ep-poJrli'Uid*J' e:f all five 
t;vpee zw ~, 
~us'b· rns.nr stUt!\t$S had. baea made te · S.e~e~ .faet.a 
. . . 
. 
"ntw;tbU.'bial mc)st tleWBJ114 eu.eoess 1n btu!aiu•s, a queetlon ft& 
1nel.u.de4 in this st'tldy to ftnci out; just what New Bedf'ori. 
bus1n&aam.en felt we" the lU.O:atJ impol'tant J.t$qu:twemeatst 
Honest,- was consideJt~i iso be the most impol.*tant ~t 
by the ~a'te$t n•a• ·of' Jllacspo~ata as. lmU.eatecl oa both 
4S 
~· • r • • ,. 
. .. . . . . . --
;o • :, ':·,- ', 
I1npG:~is VW7 ImptWtaat; 
acnestJ7. &'** u II 
,, 
... A0 .. $0'1 0 l$ 64 
·af:lu.xatesr o 1.1 s; 
L$~1~ 0 1$ .. eo 
~ff1e1eQ7 ·· 0 17 .. QO 
QG)ope~a.tion 0 l'f 51·. 
l'Jepeada'bUttsr · O· 19 68 
aeapons1blees.s o 17 sa 
In1t1a.t1't'e . 0 aa il 
nttEmest !n WQ:ck 0 q 60 
Mp$D.t o· 8V 44 
B~a:fm,$$$ AbGUt :wt>x-k. 0 $1 '43 
Pul:1Gf;u.a1t.ty 0 M 41 
ApfU~QSACG . I 18 41 
tfacttu.lnes.$ 0 83 40 
Bu:smeasl.~ss ·o 31 Fl 
Ape;ea'bletllfS$ 0 31 3'1 
&kiU 1 &I 31 
Sp&e4 Y 4l!f l.6 
.e 
fABLE XX 
UQ~S FOR .. ADVAIO~ IN 'D OPXNlONI 
oF ·eo EEW BEDFORD :a~snmsDmr* · · 
: .. 
lmJOJ1fsaab V~:J.7 :tmpe,.bant. Total 
,' ' -' ' .. , 
sones'I$,-
Lo,-altr· 
Etfic1e».OJ 
• D(lpen4ab1l1'Q' 
.· Ace1.1J'ac7 
.·oourtes,-
Ooo.J.eM t;ioJ1 
InteJrJ~est 1n wot.tlt 
Ptmetualt.tr 
ndtlat;S.ve 
N(i)atJnea.a a~nt;, WOti'k 
'fte3pone1'bleaess 
AJpea:~aace 
!tact~ess 
Bus1nessl1ka$GS 
Apeeableae~s 
~ent 
Skill 
S:pQe4 
··la." 
1S 
1ft 
19 
11! 
16 
1'1 
SS· 
14 
sa 
11 
17 
IS 
as 
IG 
IS 
If 
a a 
4'Y 
' 
S$ ,, 
&0 vs 
60 
'' 
68 
'' M . VG " 
61 '16 
i9· '16 
eo '15 
41 '11 
51 ,.4 
41 '14 
SG 
'' 41 91. 
40 'II 
, ,. 
3'f '12 
4:4 '11 
31 n 
1& ea 
.. 
*.Al!X'AD,Se4 aee&,~ to .txsequnc7 ot total (I'mpwtan:t; a.ncl 
· Ver!Y ltlll1o.rtaaiJ) xaeet•ns.es 
"Numbw of bue1D.$SWP.$Ja. l*eapa41pa 
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WJ,Bt.EU% 
»mr:COXUO:tES D JO:S PBEPABATIOI' OSS&'VEI 
s:t SO BU:SIWSSDB :m !iHlitlll 1\mlW ~&milES* 
Fail'U$ '$ ®.eek woJtk tu ao~u-oiit 
:»aor 
Laek et oUi.tJ t~ ocmpt$0 let-. 
te:t.ts 
La.Gk of e.bil1t;r to write soN Ensltm . · _ · 
Lack ot ab~11'f t• bandl': s~le 
arithmetical· poa«iu:se(la 
Lack ot a.t>U1Q' to tak·& ."'1eta.,., 
ta.UaJt a\ the. iJJpe'lnrl.11te» 
P(>O)';t sp$11Utg . 
Poor ~gani~t!on of wo~k 
Fa.iltute to t•a.nso:.:tbe notes aoC>It 
_ o~'eli _ 
Lack of sp£;Jed ln. t:r.-an&•Pibil\1 
netee 
Lack of skUl 1n 'QiDS ·ca.up11-ea..,. 
tins· maehln$8 
:te.ek -of spe$4 1n te.~ d1etat!l.a 
Laek ;,t skill in ue1q :ea.leula .... 
tbJ ma'hilaes 
Laek ot -kne~l$4g* o£ tUing 
Lack of knowledge ot makinS jti'flll~ 
aal eatl.Jies 
1Jnt14J' &l'.fl.$1VEUI 
L~ck ..: ab1litt to speak good 
lingli$ 
Lack ot .u1ll in us1ns l.tstlag 
ms.ohblea 
L$.ok ot Imowladg$ of posting 
Laok tJf aecu»acr 1n keeJ"il'lS .xoee-
oltd.s 
lV*'* 
14 
ae 
$() 
I$ 
26 
0 
$0 
82 
83 
sa 
28 
II 
II 
H 
as 
16 
30 
31 
il 
11 
lal 
19 
11 
sa 
S$ 
1'1 
24 
s 
19 
u 
l$ 
s 
so 
1'7 
12 
t 
21 
4'1 
v~ 
001Jm1011 
• 
&l 
lB 
15 
14 
13-
12 
19 
ll 
ll 
10 
10 
10 
10 
9 
9 
a 
a 
v 
TABLE XttX 
DEFIOI!NOIES IN JCS PREPUA!f.'XON OBSJiVED0 BY SO BUSIUSSMEN IN U!EIIt BW EMPLOYEES 
48 
Fab-1-y 
Oomm.on 
Ve'/!9' · Total- -
Ocmnnoa 
Pail'tU'e to check WOX*k:-ffW! &e• 8800 
· - cvao.,-
·Laek of ab11lt, to eom_pose l.et.. 11 
ters 
. Poor spellins 28 
Lack of a~111t,' tet Wll'1:t$- gooci 11 
- English -•--- -
Pool" o:t»san.S.zat1ou · of w<n:k - IS 
t,ack · of s~ee4 1n t~ans~~tb!ns t4 
· notes · · - · 
Laek of ab111 ty to hant.tl$ simpl-t 19 
arttbmetioal prGeesses 
Lack ot speed in t&kl~g 41uta~ 19 
tton · · 
Failure to trs.naonbe notes 17 
aeourately 
tftlt14'y erasures eo 
Lack of aocuraeT in ke-e;p1Dg ~ao• 91 
Ol'ds 
Lack of ab1l1tw' to speak gootl 1'1 
English -- · · ·· 
Lack of ab111 fi7 to take cU.cta• 11 
tlon at_tl:t$ type~1t~t>~ 
Lack of sld.l.l 1:n using 'IJS.1eulat• 16 
i:q machine 
LaCk of kncwleQ.ge of tt:u.q 16 
Laok cf skill 1n usins l1st1ns l8 
maeh1nes 
Lack of skill 1n ~1ng ~11oat• 8 
llag maoh!Qs 
Lack of lm.owletige f>.f msld.q $ journfU entries 
Laok of knowledge o:t posting e 
es. 
21 
11 
l$ 
u 
11 
15 
10 
3.1 
9 
' e 
14 
10 
10 
s 
11 
10 
e 
64 
42 
41 
3~ 
a a 
85 
34 
29 
S9 
29 
ae 
26 
$5-
15 
Si 
ao 
19 
18 
l'f 
*Arr~e4 aoeo~diug to total f:ttequene7 of (Fa1rl7 Oommon and. 
Veey Oommon) Pesponses 
HNumber of businet;Jsmen ~esponcU.mg 
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e fable X and ~able XI, with 66 respondents oheok!ng.it as 
nveq Impo~tanttt and. a. total of 19 respondents cb.eck1ns 1' 
as either· nve:r--1 zmponautn ·ex- tt:rmporte.nt." AoclU'aoJ" wu 
next; on the •ve17 :tmpQittantn list with· oot:lrtesy, loyalt1• 
and etf1c1enoy tollo11t1il$ clot!el,-, as shown 2.n Table X• 
. Table X proves t>b.a.t though sld.ll and spee4 are impoptanbt 
theY do little 1n eont:t1btAt!.ng towart1 su.eeess !n the business 
wol'l4 ~eas ·accompanied bt e>ther attza1butes. L¢J1alty, _ 
eft1o1eney, and dependQ:bllttr. hav!Dg bad the highest number 
ot respondents chocking them as eithflzt 0Im,po~ant0 or 0Vet7 
tmpo~tant.u p~eoe4•4 acc~ae7 on ~able xx. 
Tables XII an4 ;an f~l~e the 1ntormat1on regud• 
inS d.et1c1~c1es observed bJ' businessmen 1n new elJlPloyees. 
°Fa1lu.re to check wosak to• a.e::t.lZlaeyo" and 0 Laek ot abilJ:t,- to 
compose lette~s" were the onl7 two def'1c1ene1es checked by 
ove:1 25 pe• cent ot the nspondents es beJ.Dg ttve:ti'7 Oomm.on•" 
. 
sb.9WD. 1ti table XII. However• ae can be ~e~n 1n !'able .~~I~ 
over SO . per cent oona1den4 them bo~h . a common def1e1&no7 
along with poo~ spell.Lng• "Pcoz- organ1zat1on ot wol'k11 ranke4 
almost as blgb. as "Lacko~ ab111ty to write good Bngl1sb.C' as 
betng a ccmmon def1o1eney. "LaCk ot' s,peed 1n transc~ibtng 
notes" was 1110re common than n.t,ack of speed 1n tak!ng "i1:ota• 
t1on" and "PailUX'e to tJ-ansoll'1be not.es accuratelJ'•" 
Tables XIV and XV are eoncerned with def1c1ene.f.es in 
pettsonali~ trdts and wox-k llab1ts. fable XXV shows that 
ver.1 few of the undesirable traits and habits listed were 
\ 
11Ve%7 common. 0 Only' lS nspondents found 0 Lack of znttla.t:Lve" 
/ 
'. . 
.. DlQ':tOmNQIES ;m .P.SOWALI~ AND WORK BABD$ 
O:SS1llltVE» IiY 80 BUSIDSs.m£!1 Ill !'llEXB NEW EMPLODES* 
»ef1e1enq. 
Laok ot 1nittat1~e 
Lack_ o~ vdl.l~ss to a.o . 
· n:ts.ttle ext.~asD .. · 
·x.aek of lnt~xaeet in wwk 
< .... ,.. •• • • 
·~~ees 
•. 
I&** 
a:s 
Lack of ~espe.ct toil GUJG:r~o."s • 
'Sl 
40 
sa 
' . ·:.,·:''. 
h1lue 'o get alcfiS · Wi~h 
. fellow empl.~a . · : · 
Poor atten~e · '' M 
!lADLE XV 
i'a11t'lJ' 
Oommon 
11' 
ao 
IS 
,15 
. s> . 
10. 
·a.· 
1& 
11 
t 
"'1 
6 
• 
I 
. DIFIODNCXE$ IN. PlmSO!l'ALl:f'r. AID WOBB: .B'AB:r.l!S . 
OBSiRV1tlD. BY 80 .StrSX:Nl!l$$DN IN ll'Q:tR BliW · !l4PL~a* 
:Fa!Jlly 
·gotn'llU)n 
Laek ot 1alttat:t.V'e. ·11 
Leek ·ot intwe$t; 1r1 WOPk . d 
Lack ot wil11Dpes$ to 4o · It 
· ttlittle ~tr.aa" 
i'Qdl.ae$a · 1i 
FailUX'e t;o get alona w1th lO 
fellow emplo,-e-ea · 
Lack o:f' l'&SJGQt .'tO't! $U.pe:t10~$ $ 
Poo~ atte~e $ 
.. -.1 ~-
. . 
J JI TJ ,_·g ] 
ve~r tatud 
Ot.mnnen 
16 46 
9 M 
u 81 
' 
u 
a 1S 
$ u 
a 10 
50 
\ 
*.b"ange4 aoeortU.ns to· total t*s'$qu.enoJ ot (Fa.!rlv· Ocmmoa an4 
Ve»"i OOlllifKm.) l'eapGll$&& ~e:tt of 'buf,finessm.a "sponiins 
e var'3 common, and 12 'trespondenta were aw8,1ta of "Lack of 
willingn.EHS$ . to· do 'l!.ttle $lttttas ,n as be!tJS ve11y eOlllmon.. 
51 
In table XV whel'e uhe 4ef1ciene1ee are listed accol'd• · 
ins to total f:r;-eqWitney of nFairil1' CQ'II!mon" and ~rvexay- Oomm.on" · 
%'esponseG1 "·Lack of 1n1tiat1ve, u "Lack of interest in wottk~" 
. ;::. -
and 11La.ck of willirlgnoss to do· 'little extras r" rank$d hlp~ 
A very ~ll number of_fi~ used employ.ment tests as 
shown in '.fable XVI, 
TAma xvx 
lWMBER AND PER CD~ OF AFF:t:HMA'.PIVE RESPONSES 
TO $IX· W THE· QWS!IOQ··ASDJ) IH QUES!lmm:AIBE 
i1!i i JF-1: J 'n.J'U11 · __ ,p1 tl e .. I . fl4tP¥1P_1P'f. ;fll?r.t. ·. __ t t l Z ...... 1· ·q- -1 
F1:rms uins emplo•nt test 
Firma willixlg. ·to sup~ epEtakWS 
FU'm.S w1111Da 'to take J)al'b m co• 
ope:.ative 3t;)b~ainirJS . Pl"G&~ 
F1l'me w1l.lif11 to pebit v1s:1:ba · 
by students · · 
Fi2l'll!S tamt11u yith the 1181m»l1tle4 
LetteJl6u stJlG* 
F!~ favo~t~ gene~al usag$ of 
11 S!mplif1ed Letteru · 
\ ·, :· . ' - . ·~ 
* &tmplif1e4 lette~ st7le ad~oated b7 
National. Otfiee M.a.nagement. A&eoe5.at1en 
18 
19 
ll 
4l 
21 
l.O 
23 
86 
16 
51 
IG 
11 
New Bedford 'businessmen st!t.ll fav0%'e0. the mcs-e eonvea., 
tional letter . styl$a a.s 1ndioated b7 t·he ta.ot that only · 13 pett-
cent a.ppl"oved of uae of tbJit ~ Slmp11f1e4 Lette~n 1n gene:ral, 
.. 
Boston On,vers1ty 
3ehool o1 E.a.:1ea;.lor 
and onJ.y 26 per cent had e'Ve• b.eal:*d of 1 t-. -
As shown 1n fable XVI, the faot that so maz11 i'ixams · 
answered aff1~mat1vely to Que$t1ons 131 141 and lS in the 
Information Sheets 1e. a ve~i pleasing 1nci1cat1on that the 
business firms of New Be~ford were ~eady and w1111ng,to 
.coopeJ.late with the business depal'tment ot the High School. 
~ ' ' . . . 
Lists .ot 1"1ms which :tnc;tie.ated tha.t ·they would suppl7 · 
. ., .. 
speakers. take part· in a: cooperative job""'training program, 
and permit visits by s.tudents m.q be found 1n Appendix A• 
In orde):4 to give bus1nessmeJl an opportunity to suggest 
e.ddi, tiona to the present ourrioulum at tha New Bedt'ord !Ugh 
. School, space was proVided on the 1nt'onn.ation sheets to en-
, I . . . . 
able them to list the subjects and reasons to~ suggested 
additions,. 
A S1.ll1ltJl.S.%7 of these suggested additions mq be foW'.ld 1n 
.Appendix. A• ~ther eo.mm.ants tssken ~om letters received 
with the questionna1~es and made' during personal interviews 
a:J:l'e on the following. page~ of' this ohapter., 
·. 
Ad41t!oul C~nts and ~estS.ona 
Offel'ei b7 Some EmploJ&:f$ 
. 1.. ""' • .• A -~at d.~ra.1 of ou won is 1n.vo1ve4 1n 
develop1ns bo~kke&p1ng S'$1lGm$ fo'll new . el:leii1Uh .Ia 2llaXl.7 
of these ~case$, we &.%'• ~equested to, help h11i'e a bookkeepe7f 
to keep the bolk$ ajit&~ '0\U'· tnstallatlon. It-. seems amaa• 
!lns to zne. that ·th$)."8 e." so JnaDJ a.tudente Who ·atud7 'book-
keeping an4 that ~he21e a:re so ~e.w who ou keep a tu.ll s~t 
of books £011 a ·sm,a11 buetnesa •. : 
11We have bAd. hlsb. $~bool students fi"O.m the <ftlll'lm.al'01&.1 
·. Depa;ptm.ent who have s~t-4 that th&J' d.o not 'Jm.()W what a gen .. 
· ~)?~1. ladger is-.·· · · · ' · · · · 
uxn a la11,ge orfica·Whe" tb.e·ocol$e.eJ1q eys$am.1s 
'bl'~en 4ow 1n1u~· ma.n7 _pa!fts.;, tt··1a ve'1!9' aaav · t.o get an of• 
flo& em.plt),.ea Who ean bar:une &!17 m:t.fi:) pa~t; · ot:. the booltk$$Jtot+ 
ing e..J'Gtent.••foxt 1astanee, an a.oe$unta ~&($re:f.vable el$:fk~ or 
.a. oashie~. ·Ol' a V$U~ l'qlSt.;exa ·olew. U.Wave'-',. the most·· 
41ff1o'fllt ~ob to_.. plaee ·a_ a ~l.o7Ge tn_· 1a 1_::. a smll_ otfi_ee 
Wb.atte one 'bct~tklttn,pex- 1& I"$<1U1.-e4 tt) hM.rl4l.e S. full. S&t of 
'boetka wUih ·4 geMJ.#al 1e«gez. that oontxrol.a the· suba1diaxar ·. 
~edge~s of accuAud$& l'ec.ei v.Able and. a4eoun:1ur paJQble. tt 
. · a. · "*= ·'» • A:nct11er tl:l!.Dg that I ee.inlOtf. Una.as-l'tand itt 
wl:t.v a student; f&ela tt$'h attiel' s.ra:d\WiJlt:..S flf"o:m the Ooxnme:r~• 
eita.l Department; 1:n h18h sf;t:lool ~ha·r& it is ae~SPI'J to se 
to a oonnne»o1al sell~· "'beto~ h6 .oan bee.ome e. bookkeepe:t," 
. , 
61. 
"We ue glad to b.a.va this appo~tJ to tU.s•usa· this 
.matt$r with 70U. beo~ae ct·the ~et 'bha.t. W«f have had so maa7 
reques's 1n th& last tOWP yes.~s tH> teach $mpll)Jee.e how to 
keep a full set &f bQolts 1n balatJ.ee 1u) the ·point Where a 
tris.l. balano$ can be te.bfl off t·o-e us. In most of thtase 
cases, tha $1'11plo,.eea we~& ~ed aa bo0kke$pers an4 had SMd• 
uatad f»om. high school. or a OOJnVLf>:tc1al seb.e>:ol Whel'& the7 ba4 
studied bookkeep1ng.v · 
s. "It 1a the w~tterts pe:r?sonal opb1ou tP.at all p¥;ul• 
us.tes of tcde.J' a schools- fall. tax- ahwet of the gHcluatea ct 
a deoad.e o~ two as1:1* ~er S$&m to ba out to-'1! all the7 eaa 
get.u 
4., n., * • ··t.atters qt appl1ea.t1on in response to O'tU.' 
.n$wspa.pe!f e..dve:tat1sementa fi!lefitm to be 'Ve'ir:! poo~J most of them 
giving no 1nt;o~t1on about tbe u!tel'*' We. feel that ~7 
gocd. wo:r~~ke~s would not b~ U...teJ1v1ew$d tw tl:ll& ~eas.on. u _ . 
s. u •• .- In the past X have nctle4 \'lith some 1nt~rsst 
tb.a fact that it. ia a ~a £lctms1oa tha.t we have rec&.1ve4 
l:etters of applica'bic>a that woul4 do juatiee to an7 h1sh 
so.bool snd.uate.. Xnva~!abl:t., we liave 1'~ that meuJil or 
th.$ lEttteJts we h&.V$ ~$0$1~ U't;) a short not$ .ataid.ns that 
th$ pt>~sn 1.a l.o-old!48 to'l! :e~lotmen1r uti woul4 be 1n~l"til$tEK\ in a .3t1lb··tt· · · ·. · · ·· · · 
ufh~ft$ 1et:te~s 1$\1-afiQ '"' Ill$ bhe f4:utt that li1"0$'t: of the 
h18h ·sehoel •a«<J.us:tes ~" s. ·d$ff.n1tfl}_ lack of tnet~ot1oa on 
what an .,lofett -~~1« be loold.ns tu :t»- a; lettEil" · $0 that he 
DliS'b.t S~& eaeh aJpl.ie1Ui.t b$f'Ol"G a P~:f$Otlal. int(JPV1$W il.l f!i.l*""' 
•nssa.." . . 
~~ tt·:hl. fO'lU* final x-:eque3t f'oJt: tu.~th$1* •·~:ntu~, I think 
.. ~t. ts 1m»•U:tJ.1r to· $tftsa the f'aot tl'.b.e.t1 Wb.~l$ :N'lincU.vi'<iu.a.l. · 
· Xld.gnt have the ut•l11~la.~f>' and t~a!ldtJS ta pa:ttt1h~ sk11ls, 
t~t lack a·f p:eope~. me'tib.o- ot ~fut.~a'b1q th~lvas 1s V$J7' · 
ottea a b~~ \e tbe1~ e~l~n••u 
'* "Have n~t1ee4 :'t.t a good S%17 !11gb Scho(Q. g~&dU$-'bG$ { .f$mtale-s) ar~ -ut~e.lll$1)' nenous whon bUDS :tnteli'dewed -~-
eJJJ,plor.ment. · · 
. ·._ •. · . . "WOU-ld. augg~at atn.ne ple.n Whe~~bJ ~~e:.!.et~..uli would. be 
~ovtied ln thil:l ~•sp!ile.,,., 11 · 
.. '•. ' . -
e. "'In ·ow.'· ·t~t"'i there a~e ms.n1 tiel\1.1n1ng fttOg~ 
for emplOJ'fiUii$.. rn.oab (l)f' them bel~ of! a ba$1$ of the ust$ of · 
d$t4onstX'ati.e and · pa~t1~1pa1d.on t>n the J:fi.l'"t of \he tra15$e ... 
If this method· ot· t:Painillfl O·oul.f. b:e 1no-vJQnte4 'Within·· th• 
sehool FQpam. l be11$W · that the stu&flwta .would. be mwe 
ad~quatfl-11 Jl).tGJm.Hd f()f! $mpl.~n.t tn. th~ ~'&tall tlel~··" 
9. •w$ tfll~l tha.t :t~Uiiq- 1n · the·· ®e *'t otttce •~htb.~a ·.· 
a'b.oul4 ll& a min-. ~t of a· .stua.exx:t:·'s ·e~se, as~ oft1e~8~· 
cannot· a.ttw4 theAHJ ~-f.ilive ntaohlnta$, a~Ul it used. by.$tt ~­
pl(~Jt!f;vt tih$1 coul<l be tr~~~ on the.· 3ob. · Mtl$h.:more tim& 
11bouli 1\l$. 81 ven. ~o ·U*Jl'Ual' tl~1n,g~n , ·· . · 
· .· 1·0-. lfAn.Oth$r ftul.t we have ·t~d with etenqfa~~a is 
the11t inab:lli trJ to malta a SQC34 loolWlg l$'tte': .-11 
11. 0Mo~~ t~altd.na is !l$K$d 1n aompcatns :tet'bGl'a-.tt 
. . ffJhdenta 'U.S&· poe~ $~tJ""'U.p$ fQtt l.ettSXi'S· undexa t1ftJ' · 
words e.nd Ao not eenve• th~zn·tf; ·· ·. · ·. .. 
-
n~&' Sbl$ have tl'1oUb1$. _lf;):(lati.1q JmU'lioi-palJ . QOUAty~ 
or $tt:tte Aepar.ttr.t.ent$ in the ti:J.'~t)toXJf; $UGh E:\(U House ot 
Ooweot1o.Q.1 New Beelfo:ed la:yon Oo~y.;; o~ Jil)a.rd of' C~e~ct;:t.., u 
12• ":O%*op aho~ tort male $t\ldeats •. It 1s a waste 
ot t1me in. et ot l.OO · C&$eet .A -,oung 3!lieA could not e~ 
tUlJ' mo:ttf.l mon$y or a betti~!' p<uii1tlo-t1 'by havtnt th!Al knn-leis~· 
G1 ~a h:tm mo»e ~eeountd.DS e.nci let 'he gis-ls b$ the eteno~ers. 
18 •. nx, has a~WttJ'$ b~~n l1l1 opbl!on. that J)etit»l$ m 
·BtmlJO.$:t-CS.al ··a\\'bjacta s.tu;ntl4 b$ ·giwn more t!ml\'1 on ttt.e11* 
stenoa•a.pblr' and t,-petft¥!.:fd.lQ8 ~~ . th$$r ·will ·not ned 'ho so 
to eoaEtl'ola1 ·selu:u.\l1S after ;~taiuat!ng to t1t thel'Jl$el:9'a$ 
tor: a .peslttou.-n . ·. . . .. . . 
Si 
· •ttx &lao th!nk that some good tP1nt~ it! th$ . 
StE9no'bJ'.PG .mAoh1u mtght qua.ltfy $ome who, have t~ouble wltll 
st$nosaPhr•IJ; 
. 14. P';£ ~:u.~f1) that it :ia moat tatt1e~t to· tn.'J an& 
P&PQe thG~,,.. • to. at~ tl:lem a. J¥P$vlew ct eat an actual 
bustness ott.tue is lt~'~ ~ e.t•• J'C.tA 40tJ.ft ~-whew they 
\ri.ll find a poettloll•·· · X· 4o th1u, b..eweveli• thia~ tf' som• .. $on· ot a m«tel o:tf16& · oo\tl4 b$ ;a:e.t 11p 11£1 e1thf>r e>:t» bo'bh 
· .. ·. t~· atatlo~~ ot- ·tnt»& fll.aase·s wtth the . tea.,beJ? a$· o.t:f1c$ 
lt.t$.Mg&!', eomplete 'With ·t;h$ 1ll,•Jivupt1ou ~-. t:tnfia 1n · au of'"!" 
f1.c&~ th$7 woutan•t find it so hal'4 to ~onee~tl'e.te o~ wo»k ' 
under p:r&S'Slll-~h~u ·. · · ··· ·. . 
·. · .. ; . . ·. 
. ·15~ "If~ to ms.k!;J tib:em $e& tbat tl:u~t:v. f1:f&fi · tho'Ught 
Erhoul4. not. f11t~a.:ys be· l.t~V<:>$t&4 towavd how mGh the)l' are going 
.to. get, but.- OllM in &. Wl.\11~, t~J\'4 What 'bb.a~ can dO to e.f,.• 
· vance the lftta:f'&ats o.t thetx; empl•"~ anti pre" 'bheitt l')'Vf'A. 
wo~th to hta.n · · · · · · . 
1e •. 'l'h$ .y~v ~P or emp:tor.eat.l se$m$ tt> flnd tb 
diff!oul.t to take tlt2'(:)4t1on. IMtNtfllone sl'91m :do not se• 
to penetrate· tbei» oone~$.QUA$SS but lttel*B117 •so 1~ one · .. 
ea~ ·.I,Uld out t-he- otl:u~•,.,n fhe ab111'b7 to ~'st:~n woul4 beuf1\ 
'tu::.th etnp10J'$$ $nd ~loye~ ~ M!.se the · sianl'a~tl o£ wo111k 
!U~Cblup11shei•il . . . . ... 
lV.i •xt atu.dettiis would lean to dlow an blterest. 1n.. 
ttud.~ w~k and s: ltttle t1tfet, honv1al', ·W!tbw~ t:U •tt:Mw~ 
lii ... a11• e:bt11;udet. ~7. woul¢ uve a.eoompliehetl the gree.te¥' 
,an ot . tha1r ,3ob-. 
te. nin dtacu.&A!bS ,~pJ.omnent Q;1>nqug l:~l:ud.nea:s peo:pl$ 11 w~ fid i;he .laek o.t p~ltLe ,:.\n t.he11' wo:t'k, thib1r. ·'4on: *t•gl ve• 
a.*darn• a.tU'tlu.dea ·Wbe.tl'l.e:~ th$J' nave a 3ob o~ 1\0t,_ the eve•• 
i:n~r-eaa!.q t~$rt4 tu~WQ.Xli.a getiilq •en · 1n l'&t~ ZO'I! a ve11-'9 
little in e.ttOJ't ox- ~&S'tdtst an<t gene:l'al slol;)plae$$ constl• 
tut$ the fa1ttlf g~ne»al. EA;frti11m4e. ot g:tJe&n ht;tlp. and even 
slightly exp•~:t·~~ed. · h:el.~ I ·"lie" $olioola' ahoul.4 $V$$G 
th~ taet that -When OllG -ente:&"e the bu.s:tine11a wox-141 eh1Ui1sb. 
things Sbaul4 bEt lett 'b«i:lhintt.'* 
.. 
. . 19·· uWhe.t w• ara 1t"Jokl.ng ~~ 1n aa applicant ts noh so 
much a pes-eon. t~a:\t~$4 :tn a e-c:d ..a1t,-Jt but,. !f I ma,- ganeMl.~ · 
1S"e 1 t; a · pet! son who has a. f'$$111'l.S of . :t'esp·~1bil1 tf 4bou.t 
the thblg that she is doing an4 Wh;() et~te w1 'bh the 1tiea · 
that u.nl•sa a job 1s wel.l do».e::~ it ia act ·wo:t'th doing at al:t.' 
.aaA befoll'Q th~· q:a.aut10# of·au)l.\\G't ·~:rr· oompet~.S!tlttm,.. (':f.)ln$S · . 
tll& queat1cll of Whethf:t~ t;h$ wo:fk has 'b~en W$11 · peJ?to~4 o• 
not.-. . 'l'oo, ~7· yoWlS . JG"Jl$ ee~m :t-.· · th!Q· that unle~ut~ thev·· · · 
get pd.d "We.lt1 they a.on*t f$e1 th$J have to p~oe a deoen'b: jobJ and w~y e~w real!sa Jhat thfll¥: onlt ea• a better in• 
come ~as a · tr:esu.lt of -~t:tH~~ WO!'!'k~ . and no:t · "t-1ee · · -.e~aa. • .n · · · ' 
' ', ,·: ' ;.• ' • • ' ,· l', . ,.', .L:· ' 
UINQtablt meains ts the· !Auk ot ·tntU&st 1n · ... wo~k t~ 
be perto~ea.~ an.d.- e.bQ1r$ all": til$~ will for e.dvatut&IJWnt• Pe~ 
b,ap$ we· tu1e ·a. :t:ittle btt;·· t.o-tt- o:r-1t1M1 in. tld.a···re$peet :aa mt~ali 
o:( our ot~iee Dp1t1l~$l~J aM 'WOlll$Dt 'bu.' ~vosl'.L . ~n ~ $u;pe.n1su~ 
·. plant pe~~l,.· ·the ebA:I!10$t .ftrli oi1;$i tn s. htu;)ti* ot·· fin41~ 
.a· pc:;:t"aon Viho ¢•1ae$·'tbe unta1 ·ab1l~tv ~of!•·adv~no~ment· with · 
all the oth$~ ~n qual1t1ea\1Qna that go· ~1~ it• . Goml 
. Ji~SllS.gaent Jl$~aotm.$l has alW4f4 'bE":I.1ltt ha~d t~ t::tnd a%14 I $.lli 
· e;~aid this wtl.l ocmt:tt\'lltt)·. 'to b$"1;1?.$ es.s~.v 
. 10. «W$ 'i.l!nk Mghl,-· of 10'tUl'' plae.-t: bureau. We call 
our SiX'.lS ·no.t , .. ~~$· ·g·l%*·1 .. $,:' but ~om-l). S.ll'l~h Yet11 1ns1d.Q 
and. out..,...eapae:tlr aiiil ap~J*anoe~.• ' • 'fbmnpsoll is 1n 
cba:l'ge of' plaoem•t; .e,t the ••w &,U.xr4 High S()b;ocd.)~- . 
• • I • 
81. u~1l Job~--0" pow-p to rou.ft 
. . ., ' 
· sa. '*Xtt the otf'l·ee. we bc.~tt · omgloyea a numb:&x-. of 81&h 
School gS.:qls Who bavt; beea ve'lfj aattataotorF and have 'bi$en 
emplore« br ·us for a· l•ns time., · !~!.be h!gh sehool euw1c\llua 
.e~&l'l.lfild to p$J2.N tb&Ja .. t'orJ th• Wtl)~k we fJ.tHl)ba,~ . · : 
.. ·· 
· "'An art1c1• l bave 'W~ltten ll1 tl\$ ma,- lssu.e of thb 
lta.Jtva»d Bu!Jln&rla''tV::1GV{ .. •t .. be of s~ 1nte%'est.-taet.entifltJ .. Jilanagemufi !11· . t.r lu:simuse.l n . · · · · · ·. · . · 
.;; • ,J • • • ' • ~. ' ,. ; • 
. as. nwtn vou· ple$$e~ aceept ttf.J' .b~l.e.t.tt4 tb,ank$ f"O"» yov 
a.e:td~$tll'UU$e .. in obtai~ the two · &i!r!l.i!f. wbc a:r• ·wol.'king · tw u.s 
. . on a PJ.'it'""illme basi$• · 'We f1ntl· the.b ·both of' th,ae s1~1a a1."~ 
. •r1 good we~era. lnelu.iJ'11*lou.~··.an.4 ·the \rpe. of eltlploy$G tbat 
VI& l:tke ·to h$.V$t W~ ·a~ pl~n~ to plat)fi bGth these strls 
1n p~~nent ;pc$!:,1o~ · up~n ~~1"~ ~t1i)Jb:n · 
· 16. *'!tight I o~luti$ bf e~aid.ng' 'bhat WI* &.x.;pea-i'l~ 
w1 th the ~ua.,(;)s of. ~ou sehoo1 . has, in ••n$:,a1, bee-. Vfii'IJ'S 
said.afaetol-7 and 'hb.at w.e a~ lr»c>lttng .. to»war4 to ·e. loq, · · · 
fl!'1$n4lw$ ana ·p~ot1tabl•· "'$1at1onshtp. .between J't>Ul* g71oup 
and· o~s-*tt · · · . · · 
S7 
81nee one of the m..a,jo~ purposes of this etu.dy w~s tq 
determine the aetiviti~s·moat· frteq.uently pe:v.tormed by. of.fioe 
· .. employees, a check list ~&:$ ... selected as the method best 
-. ' ,, 
adapted for oollectins.thiil .information • 
. One hundred. thirtr....tfoUil' check lists were tiatributed 
. ' 
to the employees in 17 .·~~presentative business firms em.-.. 
ploying less than SO off'1e4 employees. !he firms were se-
lected from those !f&spond$nts·Wb.o had indicated on the «xn.,. 
formation Sheetstt the1,.ttwillingness to have their employees 
" ' .. 
till in the oheck l~.:l~$ pertaining to office act1v1t.i.es ~ 
Wbe .tact that the tota.l fiMequeno7 of pertornianoe tor 
some activities does no~ equal. the to~al num.ber·ot responses 
1n the three Qolumns unde~ th~ heading" ttwhere should tb.1s 
be _taught," indicates that some of the respondents did not 
read the 1netx-uct1ons c$.refullt., or that · t~ey did' not have an 
opinion 1n Mgard to tbis qu.eet.ion_~ Whese omissions did ·not 
a.t.fect the elate. eono~rning the frequency of performance of 
the aotlv1t1es. and so th~ incomplete cheek lists were used 
1n aUJ'Jmlar1a1ng the data4t. 
Eighteen activities w9re added to the 89 office activittes 
on the original cheek lists (,Appendix B) b7 :ttt;)spondents who 
perfomed duties which they did not recogniee or find ~ng 
those listed •. 
The following 1s a complete list ot the activities 
e pe:rfo:ttmed or ma.ch:tnes .used which weroa added by respondents 
' 
to the 89.e.ct1vit:tas .in the ori~:tnal check list'* 
. \ 
. ' 
U'Authw1~:1ng ohargean. (Bookkeeping} 
; ',_, ., . 
n Autho~iz:tng_- ohe.rgss1-', {'!'S"Ping) 
t'Oheoking m~t-k.;.ups on reoeiptsu 
'*Oontx-olling inventories" 
• l ·.' • • -
"Fi~ing inventorytt· 
*'baping record ot accounts on cardstt· 
.. . . 
nuonroe Electric Adding Machine» 
uOX'der:f.ng me:r.-chandise• 
"Payx»oll cb$c1ts'' 
uRatn':ngton R~nd Bookkeeping MachinE)'* 
"Standard Accountingu 
u Sundstrand, _l)upl-axtt 
1tTyping financial statements" 
uTyping-or~ers" 
' 1l1,ryp1ng ttite c~ds" 
'*Using Ad~esaogPaph'1 . 
1
'Using Graphot;r,;a~ff 
~- .. ' 
»using post ... o~d si:&$ duplicator"' 
OnlJ siX o£ the:ge items could not be classified under t:ts 
.·original list of 89 $.et;v:tties.t whieh aoco':IDts for the 95 
items listed on the tables in -this chapter* "Authorizing 
charges"- was add~d by ~i.ffe:rent respondents underr nTyping 
Activitiesu and ttsookkeeping Aetiv1ties. 11 ~hough this anti-
vi ty pFobabliJ could have been inclucted with one of the i tema 
listed under "Typing Aetiv1t1$S1 ~ n:Authorira1ng ohargestt was 
59 e add.ei to the original l1$1b 
In fabl.e Xvtl tthe 95 otf1ee ae't111r1'h1elit W$li&' ~t4 · m 
QMe~ ot tJ»eqttWleJ" of peri~<AEh; 11Alpl'Uibet1e t:tlb:lg by.· 
-- . -~" was the a.oil:tvtty most hequ.qt).y S>al"toma.~ _- «Sbavitti· 
d1~tapb.onfif ;,e4o~a" wa.s t:tte utivitr l$\.st fl!'aq.ueat;1,. pel!-
t~edw ·.'!';. 
·,. ' ·, 
.-_ • ..... · . fhe u~ota1 ~tt\lt~otr eolu.mn repreaent$. ·1m~ total of · 
'.·::' :,, . ·; . ' . 
· .·;th(;i·'~equenc1es tot! $S,~h aetlv1ty, whieh aX"& 11sta4 'I.U'J.Cl$J~ ·the 
\ ·. ··. . . 
following five· h&a.d~sJ 0DGa mo~e than halt ot· eve~ IJA,..u 
nDpn& :tess .• tlliin halt ,f# rav:e111 ·ciiaJ, tt u:none Q.t'teiJ. thlto't18h ~he. 
·.-- ... week,u ttl)one ·oooe.sl.ons.ll.J ·tb»oush tb.& -.-Ei*"lt,."· ·and ~t:oone month• 
• v • • ; •• .:<:t 
. l:s.: .P!! leee t)fte:rbr' 
,,· ···.'{:' 
'-'be ten W.OSt hequ.tn'blJ" lJel*fOlmtEJd act1Vit1es f:l.Oeo~:bJa 
to. :rra.nk wel'&t "'Alpba'tJ~ti.~ t.11~ by nant6)•1* "Addf.tessiftg -$»~· 
velopes,tt "Anewe:X'~ te).ephOl'lQ,., •rolAlng lette:v$ and J.il~u:JFb•· 
£318 1n en"lelop,s," 11J'intU.ng mataml 1n .t1le,:11 11F111tns a. 
pvinted toms* 41 11lfan41~ OOt.D.Ple.U.ts 1n otfice or ove:. tale• 
pb.one1 " nfrpi:ns bUla and tnvo'-oe.a,u •cow1ns fl*om ban0.•1t.,. 
ins:~" aa4' fiFi~XlS aidl oheokiq 1nvo1eea.u 
'fhe ne:g.t to most f:ttequenf4y 'e:rto-.rm.$4. aet1v1t1$e ao• 
oo~41ns to :Pank weRt n:oo1q ea.sbiw wo!'k$ 0 "wattbg on 
.eustome:t:'s_. u '*liwne:t'io f111J!ll;t'* n~p1ng with. l!1l14t1ple carbon 
paeka- fc~ oJt. mel's, ff _., Ofti~e ho'W.lEikEtttp:tng" • '*~inS _ fCl'J'l 
. . - . I f' 
lette~s,0 uP.l*ep~ius·xnat~X'f~~l fox- t*f~izli," 0 9!ak1ng d!(Jtat1·a 
S.n shw't;ha:n.4 and tl"~nscl"1blft!.-n and 1fBaJ.ane1n; eash.11 Wb.e.SEl 
twel'dly aettviftUS W$.H all ty-ping Ol'. geDf)~l e1.e•1ea.l aet1v1• 
ties w1 th th& t)xcept!cm ot ttl\ala.noiq: callhtt and tt'Raklng 
60 
tfAm xnx 
fH'E IJ!Of.AL FUQtnmOY OF. WBI 91 OPlnCE AGfiVXftSS :mtPOlU!Jim 
. BY m 114 BESPOQiftS:r .. Al.Ul!NGQ. :ttv OBJ>D. oF fDQ't.JElift' 
. ' . 
j ~pp~o~te F~e~u~•r 
of· p~go$ne.e. · 
~ 
Ia 
.... I ki1 ~ Q ii ·iJ g .p ·~ ll4* • Ao~ivJtr f· ~ oa !dS I! li """' GJ!It 11 .p,p &:. ~i ~~· '· ~. ', ~"if ¢l f!J'~ ·'Ol J ~4-l ti)· '4,) J! .·,d) Vl· ' 0'4-1 fi~ gm & 00 !.o ,... l=a' Q A· 
1 Alphabet1c t11tM by ll92J1$ 79 9 lf 25 27 1 
2t.5 A.<lcl.Nsaing envelopes 64 6 v 32 15 4 
2,6 Answering ~Q~pb.one 64 M 16 l.9 12 8 
4 Folding 1fat'be:r.-s and :l.na$Xt't01Jo! sa 4 ao 94 14 1 1l'l8 tn .envelopes 
f!:l.e 62 9 13 6~& Finding l1Ult$xtia11~ 9 25 6 
5t6 f1ll!ns b1 p~1:nt.-ad to2$1$ 61 e. a 17 22 16 
7 liandliflS oOXttplaiuts in office sa 8 19 21 as 2 
. ox- oveJ.t teleph~ 
e WJ»tns b1ll~ e.n¢1· · invo1~~a os 9 5 l.S 16 14 
9~5 Coning tTOirl. hand~1tina S4 9 1 l.4 20 10 
9-t:5 Figuring and oheoklns in~ 
voioes 54 11 10 18 13 a 
ll Do illS O~$lll~J,r.Yi0ltk a1 19 1$ $· 9 & 
12 Wa1t1ng on OUf;tQlrl&l"$ 50 ~a 9 19 10 4 
13 lifiutle.:tt:l.O f1l!n8 49 El ~· 11 u ' 14.5 ~1ng with ttllll 'b.1pl$ carbon 4ll 5 6 6 13 17 
packs, to~ o~ mort 
47 lo 15 13 14 •. 5 Offic$ hou~.e'k~~p!ng .Q 3 
16 !Vyping t.oxam. l.ett~:t'$ 46 .. s 4 13 1-r lO 
ll? bepax-tng 
-teM.a1 tal! tiUng 48 . tl 9 18 7 8 
Bank< 
la.s faking· dictation 1ri sho:ttt• 
banci and t%'ansCJ-1b.tng 
l8oc5 Mald.ng out :.eoe1pt'11 
20 
21 Opening, aovtms, and cu.:~ ... 
tx-1buting nmi:L 
aa Oomposll:lg lf»ttars · f~ -~ 
plQ7Gl" 
2.3 Doillg tabul.a.tlon and sta-
. · tiet1oal. wuk 
24.5 Receiving oliente 
24.5 orde~tns supplies 
26,.$ Li$k1tlg bank deposits 
aa.s !17P1ng tndex cards . 
28 Us1ng Mon~oe OalcUlator 
2B Copylllg frQlll :ttough draft 
30~5 R&eptng a check book 
41 s 914 9 v 
41 13 3 10 8 7. 
as 13 10 s s a 
?Jt a 14 4 12 s 
364G516U 
84 4 a. 2 12 14 
316 415 51 
31 2 3 4 1& y 
$0 e a a e 5 
30 4 3 10 ll 2 
29113456 
ae o a e 1s a 
·aa a 412 s 4 
30.5 fakins chal'$& ·Of ottice dur• 29 8 · 2 S 9 6 
. 1Jl8 en1plo:yerte·abs$noe 
82 :Makiq J~nal. ent:r1es 27 .2 4 s 9 '1 
38 \7PinS b.terotf1ce COl':ti&~ 2'1 o 0 6 14 V 
. · spondenoe 
82 Poetlns to account~J ~e· 2V 4 11 6 3 3 
eei w.ble lsdge:11 
35 Wyping manusc~ipts ·and 26 o 2 3 · '7 14 
. tteports 
55 W&kins .f.nveAto:ey ana. stock 26 a e 1 4 19 
ae 
3S.tl$ 
as.s 
40 
40. 
4:2 
4S 
44 .. 6 
44.:t-5 
48 
46 
46 
46 
ao •. a 
50*8 
5$ 
.as 
52 
5$;t-5 
Mak3.ng ptttr cash ent»t:es 
f1;p1q teli~~ama. .·an« <m'ble-• 
~ . . 
~k~·etat1on ai~ect;1r 
on ·. . · eolt$~ 
~!ng P1>&taJ.'· cat14s 
l118\U.'1Q pa.,oll.s 
01'0$1 r:,,r~~enotq 
: : ~ ~ 
Vs~ S\Ul4SU$.n\l 
t$l$Otl'1C)). u•tet-
!J.'Uping. •111~ liata 
ltee»blS s~lea 3~1 
h&tt:oa to: &G:ti$.1"61 ~~de-~ 
rontng legal fo»ms: 
llaiq SutldStl.'anti LlstE;lr 
. ( :l:uu14) . . 
Me.fd.ns goveXil'lment ~-po~ts,_,· 
&tat and Feel ·· s.1 · ... e · .... · .e:r. .. . . 
Poa'ins to aooo'Ub.ts :P.:ra'b:te 
· ... J.eiisw·· · ·· · · ·.· · .· 
l7P·1ns ch$oks 
~ansc.r:tbtns· ~·· . Ollt lfQOortla 
CUtting s:tenoi1s 
QoUatiq 
making 'br'.te..l ba~Q 
S$ 
as 
25 
.$$ 
aa 
ao 
ao 
19 
lJ)· 
1S 
18 
18 
18 
,..,, 
av 
16 
16 
1$ 
15 
4 I ·s 8 .. 
~ l 10 a $ 
l 0 l lO 13 
s 2 9 6 4 
I .. J.' 4 14 s 
I 0 8 v a 
a: 9 B 1 9: 
0 0 a 2 u 
4 & 4 & • 
1 4 0 2 11 
0 I g .1 u 
' 
: t a 4 1 
0 
'* 
1· 0 lG 
1 a 'I a 4 
0 5 6 6 a 
I 1 v 4i a 
0 l 3 4 8 
a ., 3 s· l 
0 B 0 l 11 
-Rank 
60 
61.5 
61.5 
63 
a a 
e3 
63 
6'7 
arr 
67 
6'7 
'11 
71 
71 
• 
ftm&keap1hg 16 
Alpbs.betto.ttl.1ng by·aub3eot 14 
" 
Keeping geneli'all.eqe~ 14 
., 
Mald,xag combined or me.t1ona1 14 
Cash Regtstex-·cash book 
ent~1es 
PJ~epat-1r.tg expE;tn~e accttt:QJ.ta 13 
0 
a. 
2 
2 
l 
• < 
.. 
2 5 
o e 
0' 0 
4 $ 
1teep1ng oompl•te set of books · 
ilypiJJS master sheets toxa 
liqu14 an4 gelat1n 4Up1i• 
12 4 
12 1 
0 
0 
3 
8 
catol's . , . ·· 
Pl"tee ll!S.,..k1ng 11 0 6 
F1~1ng lntex-est on notes 11 
and drafts . . · 
Intarpret!ag bookkeeping ll 
records 
Using m~$QSraph ll 
Alpbabet1o·.ft:t1~ b,- looa• 10 
t1on ·: 
Us!ng Allen Wfltles band 11.stel ·10 
0 3 0 
l 0 '1 
0 l 1 
l. 1 & 
o a a 
a 2 
e 1 
10 2 
4 l. 
o a 
2 3· 
1 '1 
1 1 
3 4 
l 2 
5 4 
4 l 
2 0 
1 0 
lQ 4 l 4 . 0 l 
Making. sta.tSlnent of· p~oflt 9 o o . o 
and·loss • 
Makil'lg s. bal.atlce sh$et · · 9 o 1 () 
e o o a 
0 9 
o a· 
0 "1 
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'11. 
~~ . . 
75.5 
75.5 
77 
'17 
77 
eo 
81.5 
81.5 
83 
$3 
S3 
86 
8'1 
97 
87 
8'1 
91 
91 
.. ._' 
9 2 3 4 1 0 
a 2 4 o 1 1 
Author1:e$.Dg oharg~s a 
. 
Pigu.r!.ag t~s.ae·discounts 7 
where cha~n d1socwats are 
involved 
Posting seJ.eamen'' s ~o•- 7 
m1seions · · 
Using ,Oomptometer 7 
Preparing tnct>m~ · ~ax r$t'UJ:Ina & 
. .. {. 
t1s1tl8 11qUS.4 d.u.plioato~ 5 
Using MolWO& $leot:nc 4 
atid1ng maehtne 
using BUrroughs oalQula.t~ 4 
Uairlg·eleotFi(l .typ&elt~:tt 8 
tJs1ns gelat:tnd.u.p:l.ioatw 2 
Using Bur~ougbs de$k bock• a 
keeping· maeb1ne · 
Ustng F~iden calculato~ 2 
tJs1ng ttem.tngton Rand book• 2 
k(!)eping fnaeh1ne 
Using Ad.Clressogl'aph · l 
1 
l 6 
1 1 
'· 0 0 
2 0 
l 
3 
0 
0 
0 0 
.1 l-
l 6 
3 2 
0 0 1 5 0 
o ·o o o s 
l 0 l 2 1 
2 2 0 0 0 
o e 2 o o 
1 0 $ 0 0 
0 0 l 2 0 
0 0 0 G 2 
0 0 2 0 0 
() () iJ () () 
1 0 0 0 1 
0 0 0 1 0 
o o· o 1. o 
• 
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Approx1ma:t$ Fx-eque~,. 
c oy of. ·Pel';fCl"matJ.Ce 
• 
~a 
~· "(!)' ··€{ ·~· !I l""'c& u: j ~'h 
.=.! .. ,S·Gt .P. ~i: ·. . '*' . i~ ..,Q . Aot1'Vlt7 
·= ta·· .~~ 0<P· d 8i ;p.p .,. CD ~~ .r::e lkt> ,.... .p_ ;p p.. oe= og t\1 · .. ~- In 
.g 0 . tO. !J 0~ C!)f1l ~4-1 m·IH g.c~ fi0 ~ - ·C . 4>'0 O.P Q.p ri I ;s ~ Q t:t· 
91 US illS Sta~a. A'$ou,nt1ns l 1 0 0 0 0 
e4.a Macbme · .. · .· Using Bl11ott~1abb:P look~ 0 0 0 0 0 0 
94~6 ke&ptngacb.ine ~eoowa 0 ·0 Shavills J?iota»hOl'llit 0 0 0 0 
. ' 
-. 
' 
.. 
dictation in shorthand and. t,ranscr1bill61 •• which were book ... 
keeping and stenographicaetivities, respectively. 
66 
The ten act1vities.whieh showed the lowest total .fre-
quency of performance were& "Shaving diotaphone reoords,n 
nusing BJ.liott.woF1shet4.bookkeeping machine," "Using ste.ndud 
accounting machine.• nusing Gre.phot'S"Pe," "Using Addresso ... 
grapb•n "Using Remington Rand bookkeeping machine$u "Using 
Friden calculator," '*Using But-roughs desk bookkeeping ma-
Chine." "Using gelatin duplicator• ~• and "Using electric 
typewriter..u All of these activities which were least fre-
quently performed were specialized ot.fice machine and dupli• 
eating machine activities with the e:K:oeption o.f 0 Shaving 
dietaphone recol"ds • '" which was classified as a stenogr-aphic 
duty. 
Table XVIII shows the 95 of"f'ioe .activities S!'ranged 
according to cla.ssi.ti~stion of ~activity and the o~de:r of fl-e-
quency of perfol'manoe within each classitioation. Table XVIII 
also shows where the respondents thought these jobs should 
be learned-. 
Table XVIII shows that the typing, filing, and general 
o.f.fice" activities were in general more . .frequently performed 
than the stenographic,. bo'?kkeep1ng, duplicating machine, or 
office machine activities. 
This :ts a.n indication that the New Bedford High School 
should provide for more speoitic training in general oleri~ 
cal work~ There ~e only two possibilities for specialiaa• 
tion in the present curriculum, which are in the accounting 
BiLE JCVIII 
!L'BS TQJ.fAL FQQ,tnm"O'%. QF . B!WO~Gl OF 'l. ·u.··AO!a!XVI~S 
· .. · OLASJUD» AOOO!Ul:m& ·.·.wo ·flU· 01f ACnnft Am)· ADAMGD 
,:>n· • XI' Qltl>D OF riEQvmJQ'J. 
·App»~~$ Frequ.-.• !i!«tt:" h 0"1 o.t P$!*fO~t· ... . ,. 
I '\1 . ~ .. ~ ~~·· ·~ ~~ ·. ~ .. 4l ·t~ ~o'f;i\d'1.t7 ·Qt t"{' ~- ~fi r .J: ll~ ;1~ .p-1· .g. -8 :.a ~· 
·rtf SG) ii a;· ~ ~ J~ J0 0 a~ '""" t ..PI;: =~ iOJ~' ~ 1,1) J 'k ~ 0 0\'1) Q' ft·l'll lll i1 a ~I> m~ 1bfi . ·4l a s • m o criM . II 1'4 & .· -' tt w .!! t-:4 .. & . • ~· . 4oil' .·. . • 
$9!Ji;NOGBA.f~~ . ~JlW!1rJ!IE. . .. .. 
. 
. . ' 
4l ~king 41ctat1on in a 9 14 9 , $4 l 3 Qhoi-thand afJA . aan ..... 
SC~1bl'l1g 
O~pos1~ 1ette~$ to~ as 4 0· $. 16 l.l ·22 a a emplop~ · ·· 
Walt= .. 4!~tat.t£ort U• 25 1 Q 1 10 la 15 4 
"' 
. ~eo ly ox. tJP$'"' 
. vmtteJt 
~ansoxatb1»g t~om l-6 2 1 7. 4 s 15 B 3 
. . :f1$COX'd~ 
Sbllv1:QS d1ctaphone 
·0 '0 0 0 0 0 4 0 l reoorda 
fiPING AO'liV!~IE§t t . •. ! 
Addl'esatng enve:lol;)es 64 6 7 52 15- 4 .42 5 10 
1?1111~ 
... . torms 
1n p~~te4 52 6 I 17 92 15 13 Bl. 2& 
~ping b1ll~ 
invoices an4 56 e 5 l2 1$ 14 17 13 S4 
Copying .f~Ol'Lt Jl.andw;o 64 9 1 14 ao 10 22 15 14 vn:aiting .. 
fypirlg With mu.ltiple 47 5 6 6· :La 17 $6 5 ll 
. carbon packs, tow 
or mor~ oarboXla 
f1ping form letters ~6 B 4 1$ 17 10 20 9 lt\ 
l>oins tabulatlon attd 34 4 e a l2 14 16 7 14 $tat1st:toa.l work· 
' .. 
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Approxtmate g~quen~ Place to·· ·· 
cy ot Perfo~noe · lean : · · aot!v1tr 
~ d -~Jsl ·#t · .. ~h fW -~' 
"'* 
0 ""'~ J:t i~ r:l!fl :g.oAct1v1t,' CD· Jt! 0 ~d .g & ~$ rl· .&:1~ li-~ m-A ·I) 0- ~ g.a -~ s~ ~t -Cl1+:t .p,p .a &: .P:(!) Sf .tt~ .11) A;p ;;cl<!> $p ~~ C) ~ f"f >Pt s . Ul .....i G) .· w 
ttl «DCH tiJ ell tllt'IJ s:t 8 ~'d .p Ol'd S,t &.fl H. 0 ~0 
.t-· §~ 0 ~~. E-t )!l A Q~ 
-
fifiNG AC!r!VI'lXESt (oon.) 
.. 
.. 
-. 
-· 
.. 
.. 
T1PitJS index cax-ds 50 4 I 10 11 2 14 10· 4 
Oop7lng from ~U$h 29 0 s 6 11 8 10 7 l.1 
draft .. 
fJP1Dg interoffice 2'7 0 ·0 a 14 '1 10 6 11 
cor:Pespondenoe-
i'ypilJS manusc:flpts .a a 0- a 8 '7 14 a 9 9 
and repor.ts . ··; · . 
'lY.P11'l8 t&ll;tgx-ams and .. ·· 2& () 1 lO 8 .e 12 5 3 
cablegrams 
t.ryptng postal caJ~ds a a 2 i 9 e 4 15 4 2 
/ . .. 
f'lpiJlg ma1ltag ~1sts .lt 0 0 a a lS 16 t<! _.., 4 
!fyp1ng legal forma .18 0 2 a l 13 10 3 5 
!'n>ing oheoka lV 0 a .5 6 2 9 5 4 
(Jutti~ stencils 16 0 l 5 4 a 16 0 a 
. 
llyping master .sheets 12 1 0 .a 1 7 12 1 s 
for liquid end 
gelatin dupUcatoJ..'ts 
Authot-1z1ng charges e l 6 1 0 0 1 6 0 
-'DUPLIOATING- 'MACBINES 
ussih ·' 
T1s1XJS 1!11meograpb. ll 0 l l 5 4 9 0 4 
'"' 
Using l1qu1c:t dup11-
catOlt · · · 5 1 0· l 2 l 4 1 0 
Us!:ng se:tattn 
ea. tor 
du~l.1...., 2 0 0 0 0 2 2 0 0 
-
·-.~ 
P'~ji04fiNG._MAplll:Qa !t.·_,·_;i·tooniUi\iiii}' · · 
.u$1ng Addr8$s~aph 
Using G$photype 
:SOORKE,~ri!JG, .!P~~Vlf%1~1 
i··· 
alanotng cam as 
MS.kitls jOu:t'l.tal e..,. 87 
tries 
.Posting. to a.ocounts SV 
receivable l$dg$~ 
14ak1n8 pett7 ca$h. · 26 
entr!;&S 
Iteep~t\8 sales joU1111$l; 19 
Post:tng to gen&Rl 18 
le4gf3t-
11Jiakug gove~nt; l8 
~ep~t$* State ov 
Fed&ral 
Posting . to. account$ 17 
pafabla l$d.gett · 
'leld.ng tr!al halan~e. l5 
.. 
XeepirJs genilrall$dg$:r; 14 
Making Oo.ttlb:l».$4 til! 14 
·Nattl Qaeh Beg!St$~ 
cash. book entt"ieb 
~epartng ~pens& 1a 
accounts · 
Keep_ i'"tt. · eom<nlete S$t 12 
· ~- bl:oks '#if 
0 0 
Q 0 
18 10 
a 4 
4l ll 
4 a 
4 6 
l 4 
0 1 
l. 2 
0 I 
,a O· 
a 4 
4 l. 
4 0 
0 
0· 
1 0 0 0 l 
l 0 0 0 1 
s 5. s 9 ll. ·.16 
s 9 v 16·· l 9 
t; 3 ·5 1& a ' 
8 6 4 12 3 13 
4 
0 
1 
.3 5 
s ll 
0 16 
lO 2 11 
12 0 10 
3 .., 11 
'1 e 4 12. a· s 
o 1 12 1a 1 s 
0 1Q: 
3 4 
$· 11 Q. 
1 7 l 
3 o a 
s s 3 
'1 I 6 
e 1 '7 
Aet1Yity 
. 
OO!KEBPING Aa,rvz~ B 
! ~~b- (cont!iiiel$._ · 
Figur~ inte~est'on 
ti.Qtes andd¥*atts 
Intevpve.tina-book• 
: keeping ~ec~4s · 
Making __ statement of 
proff.t. an4. lr:>$$' __ 
Maktq balance she ~t 
.. 
lhtettpvet1ng ate..t$-""'· 
. ment of- expenae1;1 : 
Pigutt1rJs t~atle 41$;;;;. 
. counts whe:-e- ohaf.a· 
d1$counts are in• 
vol11ed 
Post1~ ealeemenia 
comm asians . ·, 
FICE !MQHIDS USEDt 
. . . . ~ . . . 
Using Mom.--oe-oal~uJ.a .... 
tov • l ') 
_ Using -- $1.ll'J.dst:t.tand 
__ lie tel'- ('elect~io) 
·Using $ul'l.datzts.nd 
l!stw (hand{ 
U:d.:ng Allen wa. ea 
hand 11e.t~r 
Using ~o~_·mnd 
l1stelo* 
·. 
Usivg 'R~ton. lietQ~ 
{>. j 
Q(· 
& 
roil 
qJ 
-.p~ 
a 
11 
11 
9 
9 
'' 
9· 
.7 
' 
29 
20 
18' 
10 
l.O 
10 
trstng ~~=• 11s~ _ 9 {eleet~lo) 
trs1ng Monl'"o$ :u.ateJJt' 8 
u~m) 
... ~ . : ·' 
-- AppJtox1ma te . __ F%'$qu.en.-
· OJ -ot :Pe~.tcwmanoe t · ;;FsJ;o 
. ~~,. 
.. !' f~ ff ' j.ot',O ~h ~h : . C-Q ll~ ! ·Ql_· ~ .. ~ ~-
,1l 
~-~ 
ttl' !Cfd 
'a 
0 (!) . !M UlQ) (I) ta.£;1 jt J~- «SfJ .PoP "l"";i tt.p -~- .. s~ i.: (I) -· --~ Qf 8f> ~0 .rg 4,!t«J .PI> ..tt· 0 
. $ '· ~- 0 -4:0- -. .p Z'd ~~ OJ . 8! 11)_ 0 il)oi1J: '4-~ §~ I:: d) a a OJ';f £0 .ao O.rt. p:J (d. • flO"< Q Q· 
u 
0' .s 0 3· 4 s 2 4 
l· 0· '1 l '2 9 0• 3 
0 () 0 0 e. 14 1 i· 
0 l 0 0 a 9 1 • '. .' 
0 0 2 0 1 6 0 a 
. 
1 1 3 l 1. 6 l 5 
O· 0 0 1 a 6 :t 8 
" 
" 
ll· a 4 a ·a so 4 6 
6 9 e l 2 14 5 5 
v l i 4 1 14 2 4 
0 a a 2 0 12 0 l 
2 5 4 l 0 13 0 1 
" 
1 4 0 1 
' 
2 5 
·a a 0 3 1 .. · l3 0 2 
2 4- 0 1 l 10 2 1 
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Appx-ox!mate Ft'equen-. 
ot cy PE)l'f.o:rmanoe lllEa.~ to a:C:tJlt·r 
~ ~ ~ ~·~ 't1-8 0 i! ~ 
.::t :1. M § 0~ Activit)' ~ .a 'ficn .a~ j!··~ 4# . tt~ ~ bf .tl~ ~· 0 W.s;l & {i~ ~~ d.W w..tJ .C) ~ Q'P &! Q)iJ) gr,a ;p 0 ·...p. ~ ~1)'J .t:t ·. '(I) ....g ~~ ;p·~ !H. eJ 0 0. OfQ 0 .d .s;:to J 0 Q jl,· SCI) ~ .p Q) ~ It) ..... 8 ~1 !~ m~ §~ ~-P. fD. a a . fll(l) f#t:H l£l. . . o (I) OJ:oli; 00 
. ~ ..:a Q Qri Q .. 
:tiFF ICE MA. OlttNES 
USED't (cont!iiuad) 
·Us:t.ng OQmptome.te:Jt '1 2 0 0 $ a 13 0 0 
Us:tng Sund.stl!s.nd 6 0 0 1 6 0 2 2 2 
. 
.Duplea 
Using Marchant 4 
ealcu.lato~ 
2· 2 0 0 0 8 0 l 
lJsillg Buwonghs. 
calculator 4.' l 
0 3 0 0 6 0 3 
Using Monrce aMSng 4 0 2 2 0 0 4 0 0 
. machlne (electric) 
Using eleet~io tJP&~ 3 0 Q 1 s 0 7 0 0 ~1te~ · 
Using Friden calou• 2 0 0 e 0 0 6 0 l later ·'. 
Using Bu:r:-oughs d.EJ.sk 0 0 0 2 o· 0 5 0 1 bookk$ep1ng machine 
l .Us :t.ns B$m1ngton .·f«Uld 2 0 0 0 1 0 0 1 
· bookkeep1ns machine 
l 1 Using Sta.ndard ac• Q 0 0 0 0 1 0 
count1tlg ·.machine 
Using El11ott FiSher 0 0 0 0 0 Q 5 0 0 bookkeapblg mach~ 
GE!IlERAL OFFICE 40~%"" 
vri'IESt 
... 
Answe~ing telephone 64 54. 16 l.9 12 3 12 34 26 
Folding lette~s an4 63 4 ao 84 14 1 32 12 13 
. 1n$ert1ng irJ: enw 
vel opes 
Handli~ complaints sa s J.a il 15 2 9 24 19 !n1ot ice or ove~ · .e ep one 
· Act1v1i;f .. · 
,GENERAL OFFICE AOTX•-
,VITIES:: (continued) 
P1~1ng and checkinE 54 13· lQ 13 13 5 ~4 19 19 invo1oe.s 
Do:lng c.ashieli work 51 19 12 5 9 6 16 25 12 · 
Wa.1t1ng on customers 50 18 9 9 10 4 
Office bou.sekeep1J.'l8: 47 o s 15 16 13 
9 20 20 
9 so 12 
Ma.ld.ng out receipts . 4l 18 5 10 s 7 16 12 13 
Open1ns,. sorting.,. an4 37 
distributing mau 
Receiving cl1ente 31 
Ordering suppl1e.s 31 
Keeping e. check book 28 
Taking cba:rge of· Of'"" · 26 
fie& dur1ng emplo'1-
er 'a abs.enee · - · · 
· Tald.ng invent.oQ" an4 26 
·stock 
F1gu.r1ng pa7 rolla 2$ 
CQllattns 1a 
a 14 4 12 
6 4 '15 $ 
2 ~ 4 lS 
5 
1 
' 
3 4/ l.S i '4 
3 2 8 9 & 
a o 1 4. 19 
a 1 4 14 a 
2 , 3 3 1 
4 25 "' 
10 4 17 
. 9 18 4 
14 6 6 
4 ll 12 
5 15 7 
.a ., a 
6 9 l 
~1mekeep1:ag 
.'fr1ce markliig 
15 0 2 56 2 613 4 
ll 0· 4 5 l '1 5 4 ti 
PJ.leparing lncOltl.e ~ax 5 0 o 0 0 5 
Xteturna 
6 l 3 
"'I 
App~oximate Fre• ·J!~pe !O 
quene7 · of Perfounance acti~itJ' 
1>:. ~- ~.!!4 .~ ~·h fk~ ::tz ·fi ~·'8 
= 
)-8 :i~ .p s~ -~.P . Of:'? 
Aot1v1t~ =~ !:J! !a~ b .s:: . 0' ~-· ~~ '8 0 g~ I!' ~Ft (1)(1) 11).p 15m .,.., 
.. Jl~ !~ .p Cl) .. cf 0 'f;c.a tt) 8t OCil lot! (!)' $:t .PC!) +>0 SO> 8 ~- fl"'d ...... tl) (!) .... ;,~.) 0 nf (!)fk ~~ . il) .Q r!i -~ .8 ~ ....., f:JO g.P .$:!" . ~i. ··~ (p 0.0 H . ·~ M· Q• t::l· A· 
' FILING ACTIVITIES; 
Alphabet;lc: filixlg.bJ' '19 9 17 25 e7 . 1 48 '1 19 
name 
F1nd1ns 
tile 
:mater-1al 1n 62 9 9 25 15 6 24 13 20 
Numexalo t:tl1ng 49 6 ~4 11 ll '1 24 14 15 
" 
~epa~1ns mate~lal 43 6 9 19 ? 5 1'1 10 17 ·' 
tor filing 
Cross :veterencing 20 a () 8 'l 3 ll 4 v 
alphabetic filing 14 l 0 6 6 1 l.O 1 6 by subject · 
Alphabet,1c filins 19, l. l a 4 l 10 1 0 
· 'by location 
I 
, 
.. 
' 
I 
' 
' 
•• 
·, -e.M···.:eiienogz.aph1e ,f1$ld~• ··~· .· · . ? : u · 
·· _·.· .. ' · ·. . . . ·.·. a~oe the f~lins ~;~:~v~~1es ·· ranke4 so htsh ·in tot$1 
.· _,·.~:~-.... \ :· . _·. > .. ·_ .. ·.·. -:.:._~::.>;~·.~~,?::~\;_::\'~ ···; . -_ ·. ,, . . . . .. ·_ _: 
:: ,jy:.treql1t;lnot ot perto·~~~;~;,~~ tra1P1Jl8 1n these. ·.3Q\l ;~~t~vi•. 
·:~ .' .... ·. tt~-~ ·~hould. erutble p~~~j~~ • to p~~to»m ··these ··act.iv.ttJ.e$ . 
:±t:~ratber i~! .to beeo~ eo~n~e~ ~~ the 
· · · ·-~s ·table also ~~;_-;~at; the ttro act1v£~1es J!40~t;. fre• 
· 'quentJlJ' p<Wf'o%me4' 1n ·~· .. ~t•nopapbJ.- fP'OU.P 0:r" act~vt:ti~s 
... · .·'' ... ·. . . ;_;··//:.J.,•· •. ·-' ... . ' . ', . ,· . . ,··. ·:.: 
· • ~:Pe· ·truc1ns · d1ctat1o~ ·in :•ho•thanc1 and· tsiansor1b1ng, .anti· com• 
posing lettezas f® the ~~o,,-e,-~· fb.eae two stenographic ao• 
· t~v1t~es rank$4 above J;~:.~okkeep!.ng act1vlt1es !.n total 
tr~queil.Oy ot pe:e.to~e~With the exeept1cm of flB$l~e1ilS 
oasb.·'*· 
table XVII% subet~,A~,ee tb.e poalt1on takel\ lW' 'the New 
'·':• ··-.-······ .. . .. 
ts to intl'Oduee the mo~~ 'POPltla. ot.f!ee ~.Ut~.Ch1nes to ita stu• 
4ents fOX* the PUI'POI:U~ oi' f;l"'u1r1ng as much skill o:n each. as 
: ~.-· ,., '·. ';',, '. <· . . . 
time and. ab!l1Q' allow,•:::., 
table XIX lhot~l'r t~,.I!11Sfllt"anoe ot tb.e ·total.. tx-equen• 
;, .,., .• _.,· ... '4•' . • •• ' 
olea of the· of.floe aot~y~:t;,.lelt peM"omed by the r$apondel:l.ts,. 
- ' . . ~ ·, ' : . : . . . . . ·. .. ·. . . . . ' . 
bJ.ned. tO p~od.Uc,l$ t~t:J· notll' h$aci1na$.t . wbieb. W&~l lfMajOza J.ow 
. . . . . . ' . 
. t~v1 ~~ tt Whf.eb l'ePx-esentl;ld. ~t1v1 ties pez.:rom.ed. .(Mo~e ·,_than 
b.ali' of evef!1 d.flW)I uaegU1~ Aotivities•" wh1a.h we" -p~~ 
·- . . ~ 
.formeQ. (Da11J or ofben ~ugh 'bhe wee!() J and uoocas!on&.l 
Act1v1t1aa,• which wev~: ,p$~.formeQ. (Weekly o~ m.on~hly),. 
e 
Ranb 
. 
1 
2 •. 5 
$.1-
4 
.5~.5 
·::~-.• ~5 
rt 
I 
fABLE XIX 
~ SIGW!FICANOE OF TIE ~O!CAL FBEQ"OENOY OF TBE 95 WF:tCE AC~IVHIEJ 
PUFORUD ·:sr. !BE .UI; REIPONDlm!S. AND Wl'lElm -- AC!IVl'.fmS SHO'UL!I. BB trAU-
ga:!; t .0 h ~ g e ri~ . ti. !I) ,p ! -..t·- -~ ~il); C) '1--.. 'lk!ii= ·<2f~ * 0 ~.~~ 4>0 (ft . rl-
-~ Qi .:ts f"i~h Acti'ttlty - ~ ,.p §Gri l:ll.f- tQ · ·claaa1.tloat1on f.t· 0 .f'l 0,1:1 
.g '6 b· fi'j <..P :Jt ~p;., ~i +~ ... . (!) .-~ ....... Q: c. ·~ r-4 fi~l=- i,tl 0 :1>..\ii Ja+ A A ,q li fie I 0 -3 0+ 'lr';l; . 4)~Jl O..P ~ F.J 0 a~~ 8-M J4 
- .·Ul ·if ....... o =-~ pO 
Alpb.a'befiie ~1~ . b;r J1amEt '19 9 4Jil. as "~ 48 v 19 91- Filing 
A~eaaing env&lopea 64 6 39 l9 '10" 42 5 l.O 91- ·[7p~ 
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. ~--
87 Using Burroughs dEisk book-
keeping machine 
2 .0 2. 0 
6'1 Using Re~ington Rand book- a l 0 1 
keeping machine .. 
91 Using Addressograph 1 0 0 1 
9l Using Graphotype l 0 0 1 
91 Using Standard accounting 1 1 0 0 
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94 .. 5 Using Elliott-Fisher b~Ok· 0 0 0 0 
keeping machine 
94:.5 Shav.tns dioto.phone ree®ds 0 0 0 0 
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100~ 8 0 
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O$ 4 0 
.g 
.., 
1-:t 
'S I'll ..., 
t.U Cl.l + 
~ + ~ 
_g rtl + 
'e) rtl 
Cll 
l 100~ 
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0 1001& 
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l 100~ 
Classit1cat1on 
Office Machines 
Office Machines 
' ' 
Office Machines 
Office Machln&$ 
Duplicating 
Mach1nee 
Office Machines 
Ofi"ice Maeh1n&f.J 
ot.tice machines 
Dupl: ;at1n8 
P.1B.ch1nes 
Duplicating 
.machlnea 
Office Machines 
Office Machines 
Stenographic 
e 
{I) 
m 
e. 
S2a 
··In. order to e:&press the ~ate of time spe.nt on the var!.• 
. ous .act1 vi tie£~ {not to be co$sad. with the numbez- of ~espon• 
. . . 
dent~ who pe:X.fO::Qned th&sJ aut:tv:tt:tea)11 tl:le "Ma~or Act1v1t1Etstt 
anti the. 0 R&gu.la:r Activities" W$:t'e · add(lld. together- and div1.de4 
by t~ 0r.t'otal J?:;equen4T•" ·!his ·a~~1ns the first pe;reentage 
in t.tr•ble XIX and 1a ~eff)rred to in late:r chapters as t11!1ma.• 
treqttenc7 ~at1ng.n 
In· order to d$te~1n$ tbe teaching ephasis which should. 
. ,:Ce 'st.ven to $S.Cb. ·ot theae: f)tf1ee altiv!tti$at the responses 
. . : . . . 
·for 0 Sehooltt and 11Soho~l and Solin: we~e added together $nd 
41v'1d.e4 .by the n'fotal F~quenor.n· Thts $$;plains thEJ. seoon4 
·percentage ln 1'able xu . .net 1s refta%il*ad· tO in 1ate:r chapters 
e.a "School-training rat~JJg~ tt 
'!'able .XIX shows that al tho'ttgh acme of. the aet1vlt1es 
ranked· low as· ti!J:J:f as tbta.l· frequency ·of pe:rfoN~nce w~a ~~n .. 
' . . . ' 
t.)el'n.e4, the¥ should ~tin1te1r be .l$6rll.ed 1n eehool.*. In taet 
s01ne c~ the ;r$spondente ·41d not pe:ffbl'm .Jiome of the act1 v1• 
ties atr all,. ~d 7ttt thq ezpresae4 thG optmon that thoa& 
Eu'Jt!tv1t1eia should. be learned. 1n school. · sueh was the case 
wlth "Shavlng d1cte.phone .'-'~eo~ds, n tftJstng the $leetX'10 type• 
wr1ter:J 0 nu:;~1ns mimeo~ph, • and. "Outt!X~({ st&ne$1ls .n · 
'l?he ott1ee aot1v1tl.ea With a sohool emphasis of_95 per'· 
cent ·or ovell weret tt'fsktng dictat!on in shorthand· and. 
tt'anscr1b1ng~n "Making j~a1 entt-1es," npostlns to geneval. 
ledge:r, u "Cutting stenc1let u tt~ald.ng. trial balance·," ftgeep• 
1ng gene~a l 1 edge~ t'" · "Int.e:rp~$ting bookket&p1ng . :reoox-4$," 
sa 
8 tra1q l'lWneograph~, u trtrstng All.e;n Wa.las band l1ste~1 tt nl1si:ng 
. -.~;~~; - . . . 
. -
~~ou.ghe hand. luter,11 uM~ns statem.ent ot pvo~lt and 
lo~~-~tt 0 Inte:.ttp:.at,ing statement of &:&p·n.~~UJ1 " 8 trstng ~~QUgb.$­
elec~~1o 1$-ste:. 1 tt "truns~ OolD.l)tom&'be~ ,u 0 Us1ng Mal'ohant cal• 
· _()ulato~,:n -uuatns :Bu:tt%*f>U.IJhS -.alcu.lato%4'~ 11 "Using lloax-o-& eleetr.te 
- ' . . . . ·' ' . . ·. ' . . . . : .. 
. add1ng machine,• •vs~s eleetl'io typewr1tel* .. « tt11s1ns s•latln 
d.upltoato~j" 11Vs1ns B@~()ughs fJ.&sk bookkeeptns machine,n 8 trs-.. 
-···· . . . . ',; ·. 
- _ :blg.F:rid.en ·qaleulato~,u- JltJst~g B~1Dgtcn Rantt'l)ookke&p!llg 
machine_, n. "Vsing Ad.~e~sagaphj, u ·-_ "'Using.- GX'S.»htiti7p(;l1."'- tttrs:tn; 
-, ~:t;li~tt~Fisher · bookke~P-~118 maohine, u and n8bav1~ d1etaplu:m.$ 
·. ·. ·' ... ,: ' . ·.···!,' ;'_ >: '··.· ' . . 
.. ::··-· .-.:: .. ·._ u ·,:---:_,_:,·--. 
it~oc.~a.s~~ 
The off1(l$ ac_t1v1t1ea 'Whieh Md a schof>l e:mbl}la.$18 ot 90 
· tQ 95 per oeni; weren ·. 11Alp!tabet1e ·filing b'1 ntJUae_, 11 0 AdCbteas• 
· ilig ,envelop$s, u ":U:e«;1ptng .. sale& 3olU'lllitl.1 u "Using SundstNn4 
11$t~r (halld) ," "'htanact.t1b111$ f~om l.*$COJtds., u nAlphabetio f1~~ 
~by subject." 11Mtlkins c~meci or Jtat1onal cash Resist&~ 
cash book entxrtee# 11 *'ttee»tns tomplete set of 'books," «fyp~ 
maste~ sheets fo:r l1q~1d and- gelatin du.pltoatws.j" ''Alpha.be• 
t:te' ·:filing by loeatlo:o..tt "Making a balance- SbeGt"f1 "F1~1xts 
trade diaootUt.te whexa-e Ght:tiil diseou.nts a!E'a involved•" *t'q$V• 
ins aale•en's. cetmnissS.ons$ 0 .and 11 Pvepar1.ng 'Income ~ :tae• · 
turns." · 
'l'.b.e offioe · activiid.9S with s. aehool. emphasis of lelila 
tb,tin 50 -pe~ oent# Which was an indies:b1on that those aot!.v!• 
t$.Eull. could.. be learned on the .· Job ·in the op1x:t.ion ot th$ ).'G• .. 
Sponde:nts, WEJ:r~U flOpenillg~ SOl'titlS.t and d1str1bu1Jil38 ltla-UJ-U 
"Ollderins supplies* 0 11~aking inventu:>~ and s.toelt, n 
e •collating•" tt.Authoristng oba~gas,. tt and . "trs1ng Standari 
ao.cou.n.tlq maobine..,tt 
Table XX summa~1zes tbe data collected 1n ~ablea ~I• 
XVIII,. and XIX.. !he aot1vtl.t1es arEt Ql.sas1f'ied according to 
t~. ot aot1v1tzr and &rl's;nsect 'tn ~t*d.eza of rank within each 
olaa·s:ttloats.on in lfable -XX •. 'l'he two per®ntages showing 
time~fiteql.ieney :ttat1ns and, school .... tl'etning rating_ are taken . 
·~ l'eble XIX. 
~able XX shoW's that all of· the stenograpble aot1v1 t1es 
· should be thoroughly lea~ned; in s-ehool even 'though onl,- ttro · 
of ·them ba4 &n b1$h total•.trequ;encr Z'an~ and. th& maj ori t7,. a 
low tlm&•frequenoy ~~tins. 
*.rho t7Ping a.ct1v1tiea w1tb s. sahool•wra1rd.ng r~t1ng of' 
o1rer as per een.t we~• "~d~ess:l.ng ~nvelopes," Ufyp1ng with 
multiple Carbon paeks:, f.Outt OV mQ%'0 0Brbf!>J1s.0 '' ff$1yp1ng m~1l.• 
ing l1atst n "Out tin& stencils~ n. and 11fy:p1ng m.a$ter sh&eta 
tor liqutd and gelat1~ anplt•at«fa.u 
All of t.he 4upl1~ating maobin.e aot1vit1es haii _a school-
training rat1ng ot: 100 pe~ cent_ ~epttq· "Us!ng 11qu.14 du.•. 
pl1catox;" whieb was SC.lper cent~ 
fb.e bookkeep1q'aet1v1t1es whtoh·bs.ct a achool ... t:t.te1u1ng 
rating ·of 90 pex- C$nt o~ ove..- area · ttm:u1lll joUN.al entries," 
"' 
"Keeping sales journal," ~Posting ~o general ledgetJ-" 8 '-'ak• 
1ng trial balanoe,u "KeeJ~irJg gemex-al lttdgw,u "Making com-
bined w Nat1onal0asl:J..Bes1ster cash book entries," "Ite&!',~ns 
complete set of books,." "Inte~ltet1ng bookkeeping reeords,u 
e "Making statement ot p:rotit .. ~nd loss. u "making balance 
sheet,• n:rnte1.'px-et1ng statement of expe:tl$~S,u 11:F1~:tns t:eade 
d.:tscount~ wb.er$ ~t\1ti d1$cou.nta al"~ involved•" .and "'Po~t~ 
ea.le-.n t.s eOD:®i~s!ons~~ 
.!bs oftle.$ maeb:tll.e .a.~t!v1tlfis wh1oh bad, ~ $Cl1ool.~raudng 
r4tbts ot: 100 p$x» eent w~:re• .. •trsins. Allen Wtil&$ hand l~s~l 
' ·.·. ,.·. . ... 
liste!f,:u 11trs:tns o~:~~e1*,0 8 1Jstq arclu\nt···a3.~ul.atol'6;n 
nus~ B~.w.She .alo~a'tto:t.t,." · 11tf$1n,s 1\lclUJIOG eleo~lo a.ddill.g'' · 
· •. macbine',n 11trs1ng ele4'Q'i$.O. typeuiter,." "Using Jrl.S.d.en. caleu...,;·· · 
' " 
lat$olt', u "using Bwft'OU$btl i~sk bookkeeping mach~e~'" «trs1ng 
Remington ·~land bookkeep!,.~ .. hln.e," and "Ueine~ Elliott~ 
. Jrl~bel." 'boolt'keep!..:ng machine•tt 
Onli one general oftioE:r act1v1t'1 had a scbool•tralnt:oS · · · 
~ating of 90 pe" .cent, at'l.ct · that was ul'repa.X'1ng :tneorne 7!aJt · re• 
tUl'l'l.S•u 11Re-ee1v!q cl~ent$u had a. sehool...fira1ning rating of 
87 pe:rl een",. V/.n1eh faot should be stvea con$1Cle~a.t1on b7 the 
teacb.&l'G of se••1:;a.Xt1al t2l'a.itd:ng and of cle:r:toal. tra.:trdng, .· · 
s1ncf;l this aot1v1ty hatl. a ··XJa.Jlk ot 14oS. '£o'11 total 1'requene'V' 
of pe~to!l'lllf:1noe, Whe eehoo1•t:rattl1n8 lia.t~ng .ot· tb.e r~ln· 
tns. genei'al .of.fice aetivitiae 1nd1oatea. that. these act1Yt•· .. 
ties tshoult· be i;au.S,b.t m scb»Gl ~athel- tbatl on the job with 
the ,exe$p1d.on .ot tou utl'Vit:i~~~ whieh wweo ttopen1q, 
swt1D~t- and d1st7!1but1:cg ma.s.a.u 11 ~Aet-Sn.g supplies.,"· tifaJ:t• 
. . . ' . . . . 
ins in'VentcXT aud stock,." .ana. •oolla,tns •. u 
. th$ filing a:<Jt1vit1es with s. school..-..t:t1a1rdng rat1ng ot 
90 pe:t* eent; ox- ovel!" we~et "Alpbabetto tiling b7 name, 11 
·· ee uAlphabetto filing b~ s~~&et•" and "Al~betio filing b7 
· loeat1on,11 
lfable XX •ould be valuable to the teaehe~s of stenog~ 
Xtap~, . typt~, boolllteeping, and • filing in dete~n~ng ~he 
aet~vi~ies to be ~mphas1eed tn their courses • 
• 
!AlJL$:XX 
SIGNIJliOAlftm OF AO!Ul.:Vlt!XES m llAOB Or..ASSinOAftOll 
38.,5 
51 
94t5 
Wald.lll' 41ots.ttioJt ta aht>~t~.4 ad 
~anset!1biq ·· 
e~po$1ul lett~$ to~ ~-,.~ 
t'Aldq dic~ta;t)S,Qn.· d.t~~Ci;l.J G t~ 
· u1t.eJt.. . ·. 
!»Al'l$e~1b1ng t»•· :.teo!t*da 
Shavll!l 4letaphone ••eo»d.a 
2•5 Jiddl"$$S~:n.g tllVeieJGS 
· .a •. s F!.llitlS 11\ p:P1ntle4 t~ 
a frp1a.; b1lla flnd :tn.vai•es 
th& Oop.p:ng fZ'om ~-11U.bS 
&l 
ili 
8. 
g. 
0 
l,4.& ~ping w1th~t1ple 06%tbOU pack$, 16 
. t~ 01"' m~ ee.Jr)~ 
16 !J.lning fwm ·J.$•ta:ta Q 
23 Doing uabulat1on ad stati$'bleal :14 
w~k 
sa ... a !Dins 1n4&x •a.l'fll flt 
aa QopyJ.ns t~a tt$U$h dl;taft sa 
31 WJP:lng tntel*()t'tlil$ C'Ol!X'O$pOn4em.tt 22 
35 bP1llS ~$e:r1~ts ·and rf.ipfl~1us l& 
aa.a T7Jling t&l.apa..111$ and oab1e.g,na: 44. 
40 'b1>1ns postal ~· fill. 
44a,S !Jping mailing l1sta es 
,, 
u 
81 
90 
100 
91 
6&. 
'76 
71 
es 
so 
81 
$4 
V& 
'18 
65 
'1& 
81 
a a 
67 
·so~& 
' '" ·'. 
46 
82 
a~.~ 
75 .. 5 
Ac1d.v1t,-
' ' ~D~ oh~$:S · · 
f1p1ng lep1 t~a 
OutttU&s $t;:encUe · 
"'ing tnal,el5' . .aeets fo'P JJ.quta 
. .QQd sel..ati.~t 4l1Pl14at•s 
Authwta~us eb:ll*~ 
nur:t.IJH!.!Pf! J!Q!f:tt!!~ ~1 
6$ . UsJ.na. mf.m.EH~Jp$.;ph 
Sl.S Us1ns l1qU.~4 4upl1ea1GF 
87 Vdng SQlattn ~:ttplt•e.tw 
e~ Ui!lit\8 At4%-~ssopa:pn 
91 vs;tng G:rapll~tm 
so,, 
3S. 
82 
35' 
,, .• 
46 
46 
so.~ 
&s,a 
,. . ~ 
BalAl:'.JAhlg ca$11 
Maldng 3 Ot:WMl i1:D.t»iU 
fost1ns to at.iH.Jouats: HQelvablw 
te4s• 
Mald.ng pat11J" oash ·&~t~iet 
lt$~])!118 sa1Gs 3~1 
Po.a,tne; tO> ·ae~$l'la1 ledge~ 
Mald.r.t,S gove~nt x-$pol;tts,. State 
and Pa4E>hl 
Po.sttng t,u) e.ee~unts paJabl(:; ledg$:;, 
faking trial. ·b$il.anee-
. -
lt$$p1ng sen$1'S.l le4ge:tt 
se 
~.... $ob.e:o1.- . 
.freq~'9'b~?~tnlq 
Jatiq m aatiq in 
re~ Oeni; l$r Oat. 
19 ,78 
• 81 
8$ lCO 
I& 93 
100 14 
18 lOO 
40 eo 
0 l.OO 
0 100 
Cl 100 
74 69 
41 9$ 
78 
'' 65 S9 
68 9l 
b 100 
ll . av 
&9 8$ 
13 'ti 
:\.4 100 
, .. 
sv 
60 
61;..6 
63 
.. 
ea 
71 
71 
*11 
,, 
?7 
BO~lnJG ~to,w;r;;r~~g~u C•ontd;nue4); 
M~king e~ined t>lP lfat*l aaa 
lle.g:l.$t~~ eaSb. l\oek eutvies 
P11Gparbi $llJ&l1Se aeeottn-ts 
lteeping ~l$te set of bo.•.kl 
F1~1QS tnter~$' o~ nO~$ a~ 
· · 4l'atts · . · · · · 
Iai;e)l~tinl bookk$~ptns •ee•d$ 
Maldag ata.i;91l.~.nt ·.t· pot'it and 
. li:)S$ . . 
Making balance $heet 
lllte:r-p~t1- ~tem.cmt ot $:&poses 
1Pt~ns · tn4e 41&eGt.Ul'a wh&~ 
.. eas.n tl1se•=t~ a:re avolvel 
PQst4as WG$llenJs e~es!,t$$ 
.., 
64t 94 
a a ex.· 
H 94 
10 86 
,. 100 
l.OO 9S 
ll il 
sa 100 
71 90 
Q 90 
28 t1$1q MOU9$' ea.leula'fu,,- 62 ffR 
41 Using Sun4st•an4 3;1atn~~ (e1ect~1e) 86 VI 
" U$1ng am.4atw~ll4 :u.$~!' (b.an4) va ·so 
67 Ue1ng Allen Ws.l:ee hltt.Jat! ,J;.1st~r so 100 
Ill Vdng · ~••usu han.4 l.tne• eo 100 
67 'O'.Qing l!lemingtQll lis tel' . eo 8$ 
'11 'Using ~ou,glae l.istw:r (&l•e.tr1~) aG · 100 
Vi•i trs1ng MOBJ!i'$ l1tite1i' (luuld) '1'5 &I 
7'7 l1fd.ne; Oomptom$b$Ji' &9 lQO 
ao UeiD.s ~st~B. Dt~.plea lV 67 
8$ 
81 
Va1ng ~•ball.'i cal.culat.ol? 
Vs1ng ~,ouslw ealo\'lla ,_. 
100 
100 
. 100 
100 
89, 
'' 
n,..,..,.,.. . 
,~;~· 
OFJ'IOI .pR~§ tJ5E»~ (eon~i:n:us~d) 
. . 93 . t1$1~ Mo~e e.U1ng ma~hbe. . 
&6 U'~tng el.eet~1e: typeeitel! 
$'1 trsf.llog Fztl.4$11 4taleula to" 
8'1 us&-· .hw~S: d-esk boo~$~Jblg 
maeh!U· · 
S'1 'J1(d.ng DentiDgton Rand· b.r~oklteepJ.ng 
·--®~ . . .. 
91 tle!ng ltania~ a••ounfd.ng maQ£ne 
K1i& Vs1ns Elliott fish$~? bot$ke~J1ll3 
~ins 
4 
' 
GINERAL OFFICE. AO!IVI~IE!t 
'. . . ' ·: . ' lf1 •.- •. ;.:_ .• ·-, . 
. . . 
Answe~lng 'el$PhGDe 
:row~ l.ette•a a:nA Ut&tl»'b1ng in. 
.. 9l)."irel"i$S . . . 
lfa-ndliq o<:mlpltd.nts b't effie& • 
teleph.On$ · 
F1gur1~ a~ ~eoking tn.vo1eQ$ 
;Dqing eashiflt» work 
Wa.it1ng on outom.U$ 
Of't:tM heu.st~P1J'IJS 
Jqf.ug out •~qtp#s. 
90 
l*ime'"'" hhoo1• 
f .. equeut t$1tt$.~ · 
Bating in aattng .in 
P&l".• 0$J1f; Pezr. (JGI);t · 
100 100 
3$ 100 
100 10Q 
lOG 100 
60.' lOG 
1()0 0 
0 100 
Sl 53 
7& 79 
'l 64 
1111 61 
'10 88 
fl 59 
as 61 
63 71 
14.6 
le*e 
$1 Qp~l)J.Xl,l• sol't:tng·,. and 41str1'but1ag 
mail . . . 54 11 
84•5 
24.& 
16 •. 5 
30~5 
lt$ee1v1n,s eli.e:nt$ 
~4e~ifll IU.PP11ea 
Makba 'ba~ ~EJp~s1t;s 
Keepixlg a oht;lok btiJGtk 
30. i · mak;S.ng Charge of Of flo$ 4'!.Ufins 
emplo~e~ t s abetAnCJ$· 
Sl S? 
19 49 
63 ,. 
68 
"'V 
46 69 
3$ fak1rls !nve•t~u ·t:!,rut· et•ek 
40 . P$.g~ing paJ roll$ . 
.. 
5S Oollat1ns. 
55 .• & .. lf1melt$E!lp1ng 
68 i:ttioe naa~ktns; · 
Slt6 Jrepa.~lng Ineem& fa& ,_..e~s 
·~tm{ft AgJJ;VIfiiSt 
1 Alphab:e«.t• tll1q t~r ~~ 
a •. & Fin4t.ns matc;t;,lal !n til$ 
u· Num.e~u t11tns 
1V h'epal'!ng :matu~:fi~l. tw t!.litlg 
41 O:eoss lfete"ne1ng 
m .A1phabe'ti1e ftlina b7 tub.j~e' 
6'1 Alpha 'bette. tiling bJ' lnatl·eit 
... 
91. 
'time• School• 
frequenev t!'aln1ns 
Ba tins in Ra ttng ia 
Pax- Cent PEl~ Cfm.t . 
13 4' 
30 70 
vo 40 
4'1 61 
81 '11 
0 90 
li 91 
69 '17 
$1 '14: 
"' '' 10 ea 
50 94 
fii(l 91 
oaPDB..·vn 
SlD4MAKr OF JP'IDDIS 
• 
Wb.e two wd.». ;pvposes ot thta · st'WiJ' ·wel'& . flo evaluate· · 
. th& business.,.trainlns p:ropam e.m1 to dfiit~ne the actlvl• 
ties and 4:U,t1es most ~equ(:miblJ' pepto~d bf Offtee WOl'ke~$ 
. 
to't! o~1()ttlum nvts19n. ~poaes at th~ lew :BeU~4 Hlsb 
Soh col. 
'l!he; tin41n.gs :fe1at1v., to ·uthoa.a usea.· br .. :~~·!\lpontenta tao 
. . '· . ' 
seeve nn ~lo-reeu, l*equ.1~emen.t& foJ;t ·&mpl'owmeat, · 41stn'bu. .. 
t1on of jo.be1 and dt;,fiei&neies. .obsena4 in n&w employees W&l"& 
as followat 
1., ·<'W the 80 businaemnen 1f$~pond1nSt· oldy ee, OX' 85 · pe~ 
cant, used the llaw· ~dffmd lUSh S.ehaol Gutknoe and Plaoe:met 
Se:~.~v1oe :most hec;J.ua,ntly as a m~ of a$e~1q app11eants fot.' 
' ' 
otfioe pcaitiona, While 40 pEJr · eent 4ftl'J$-Qe4 :most :f:ttoquentl,- · 
upon X'eeomme.m\attons "f empl.oree.s; aa pe:t- cent u.sed. •ewapa.JP 
appl1cs.t1oae,. a:o4,27. :pel' oen.t e1thelt lette:tta o'l app11eatla 
• pwsoaal. appl1eation. 2lle ma.joXJ1t7 ot the reapond.enb$ em-
.ployed N&w leUox-Q., High School gra.duattas 0Ent1tt$l76. or! ·~e­
quen:bly0 e.Bd ~t ~&lied. uptm. the wee~nde.t1Qn:.; of othex- em• 
plo,-eea; ~w$1Japex.- a4ve:a;at1a6Jllh.te, w pexasonal applieatiorua 
most frequently to aeeul'e new em»lo}ta~s. 
s. Seve:o:tr""'fe'\U' of the so "spondents e<m.S1dEt,.-e4 apo!ot 
pe~e to be the most blportant cons1d~at1on. 1n l'JJ.xt1ng :new 
. emplo:,vees, and rd.ne ot these adelcac.\ th~ no'ba.tlon ~t the 1m""' 
prese.S.on ma4e duins the personal interview was the. eete~!nins 
factor. 
a. !hli ma3oll'~~r Dt ~Qapondenta Who had standards t'l~ 
prof1c1en~r ~On$14~~-- 50 WQ!tde J.>Ql'· m1nu.te a· minimum 31e• 
qu.i~emen:b fo» typing material. ot average ·diff1oultrJ eo to 
1~0 words p$~ ~utfl a m1n.im'wn 1'~qu.!lP'&lll$n't tcf! ttitking 6.1~· 
tat1on ot ··~se 41f1ic.ulty; and ao wc~ds per minute to» 
. t~l:u~cz-i'bing :notes ot ·averag$ 4S.ft1C'fllty. 
' 
4• ~e ~ea.tes:t nu:m'be~ ot job opportunttiea fo't.' 'both 
man an..d w01nen were 1n, · sal$ a tU:id gene)!al ,oleJt1ca1. :v.tolllkre Op• 
·. ' ·. . . . ' . ' . 
pol"tun1t1es fOJ!' women ·outnumbe~$d . those ftl'J.! men both m seJa~ 
~ra1 clevtoal ·jtl'ba a.lid %.*•oo1:'4-lt~ep1a.g J®a.. Next to aal.es, 
the grea.ttta~ :numbe:r ot. oppol'turd~1$S: fo~ men we.re in g&Jle.al· 
~ ; . . . ' 
. 
' . . . fo'IJ men we~e in oft1oe.,.l:naeh1n$ and see:tf&ta:ttia:l':jobs. 
a. H()nesty ws .. tha most ttnpo~ttult 'vttquJ.rement foJJ ad...,. 
~anoement 1n btt:siness, ·with acc~ey · considal'ed UE»tt in 1m• 
; . 
po:rtance. ts\'V'en before sk1l:.t·an<t speii4• 
. . . 
a. -mh-e most GQlfilflOn detie1enet•a noted 1n ·new employees 
wel.'e uFaU\U*e to ob.-ck wcvk fO'II aoou:J;tacyn and. "Laek of abU• 
:tqr to compos~ l•tte~s.• 
. .· 
~ . . , . 
and "Lack of w1l~i~&fl to di)',ll~1U;;le UtJ'sua·tn w~Jtve th$ 
most eJl)InnlOn det1t1$ne1ea n~ieQti; !a ne\v e~o,-ees. 
a. · onl.y l.S, o~ 23 p&l* ce11t1 of thf>: reepo;nd(fnts 1nd1• 
eated that th$lr f1ms used emplcifn&nt t$stth 
9. only :26 peX* of.lnt of the respondents we:Pe fa.m111ar 
w1 th the ns1mpl1f1ed Letter" advocated blJ' the National Office 
• 
94 
Management Aesociatton,.. and onl1 13 pet- cent favored 1ts use 
1D.sene:ttal. 
10.; 1'b.1~7.;su P•J!I cent ot the .firma were willing to 
s~~~l;v speakers tor studen,~$ 1n tbe business Qourse, and 
.,: . '.·' 
~l per cent were w1ll1~ to pem.tt business stw.tents· to. 
visit. TWelve .tims ~~ ~lling to take pa:t't 1n ·a ,ooopara• 
ttve job-t~atning p~gr~ wnereby $t~dents could have on•the• 
job exPerience wh1le st,t.l~ '1n school-. 
The t1n41ngs ~1at1ve to job act1v1t1ea were as tollowsi 
J.•. '!he majovlty ff4. the atenograpbic duties ranked 1D 
the. uppcn.• halt of total trequ&noies of pertorm.anee. The ac• 
t1v1t1es tn this c1aseit1cat1on wbJ.ch bad a ttme•trequency-
rat!ng of .$0 pel' cent o!' h1$he%' veret "'ak1ng dlctatton 1n 
ehorth.and and tx-anscr1td.ng1* and tt~ranscr1bing from records.• 
• ·;> • 
"composing letters tor tne employern ~anked 22 to~ total 
trequenoy of perto:rm.ance, en<l• although lt had a low time• 
·.frequency rating, the majol'1ty or respondents thought thai# 
1 t should be taught 1n school end not l.ecwned on the jo'b. 
2• All bu.t tour ot the t7plng a.ctiv!t1es ~anked 1n the 
upper nalt ot total, frequencies of pe~fo~ce. wh1ch is tn• 
d1.cat1 ve or the inlporta.nce of typewx-1 t1ng. Eve17one in the 
business cu:r~iealum should have _at least one J'$8.1! ot typing, 
as pro·v1decl in th.e curr!.culum at the New Bedtord. BJ.gb School. 
The five bighest•rank1ng typing act1v1t1es tor total frequency 
• of pertor.manee were; aAd<iressing e~velopes.-" "Pilling 1n 
.-e p:rinteQ. toma,rt "T1P1ns bUls and 1nvo1oesatt *'Copying .from 
handlrll'1t1ng,." and u~3'P1ns with multiple cu-bon packs. fou:-
98 
e o~ mol'Et ca.rbQl1.$.,tt MOre Plfi&et10fl in ~11tl8 :tm.ll.tiple ca ... • 
'0 
bona should be ·-.de a.va1lab1e ln · sQb..ool.,. · aecomJ.ns·· pvot1;. 
oten'b in ~1~ one carbOn.. !e !U)t euftiel~Xlt~· All• of the 
typing aotS~tt~s he.cl' a ~~ltot\1-t~-.tnll'ls ~ating ot <tv@ ao pel' 
:oent!t 
s., All. o'E the dup13.~t1ng ma~hlna act1v1t$.~s :x;anke4 1().11 
in total f~~qQ$l\GJ' ·ot pert~uee~ Table XX shows,· i;lia;t· -theJ' 
. ' . 
all. had a ·low tim.t•t~eque®l ra'Ut8' but the. ma3oll1tt: .of ~te• . 
spond$nts.· thought that· .they $11~~4. a:t.l. be 1$~d 1n sehqol• 
Wh.ough the· l.ttu14 an4 gfila't1n dupl1·oa.to~~ a:te .· ~ot av$.1lab1e 
as . r$gula:tt aqu1pm$i'l.t 1t.t. the. New ·B•df•a Hlp .8cfhop:11 a!i.'i~G""'" 
. 
m(ilnta should be made Vihe:tt~bJ' th~ bua1ne:sa etua.ents can beaOlne · 
fEt.mil!e.r :With ~e p%'1nol:plea involved 1n th~ ui!J.e of thti¥a• ma.-
. ch.in.ea. Olll7 two resp.ondeniuJ 1ndleP.tea. th~ u.s~ ot th$ · Ad• · · 
. . . ' . 
dx-esaopa.ph and GX'&.photJP~ and . th1s "·GP~i1E:Ht. d$~S,. ·not.· ftl'Jtali~ 
inatwct1on. in 'th$.1X» tJ.$Eh• . 
.. ~ . 
4. The ma3~1t7 of the bookkeeping act1v1t1G&. )t'aXlke4 · 
~n tb.e lower half of tha total .trequenela$ pt peltfQ)J•ne•lt · 
!he. six aot1'V'it:tes with the.: h1Sb.$at waalf; as shown bt Table n: · 
we~e: ~Balan.otn.s cas11,n '*Mald.ng jo.'tWMl ent:v$;es, u trpost1ni! 
. . 
to e.ooounts z.eoe1vabl,.e lectser;,u n~~aktns patty cash &nt1.'1ea,u 
11Keep1ng as.l.e$ · jovnal.,u antl "Poat1ng to general l$dger. u 
Even thougb. th4J booltk~epil:lg acti V1 ti(;UJ 11a.nked low in total. 
txaaquene:7 of·· pe».to~ce, ~Y of them had a t11tte•.f':J?EUlU.enov · 
rating of over 50 per c$td;, a3 oan be seen 1n ~abl$ XX-. 
a. The otf1ee sna.ob.ines m~st ·tJ?equt:»1tly u~ed b,- l*$$ptm. ... 
Q.ents wel'e the Monroe oal.eula.tor and the SUndstt~and l1st$x-., 
both hand 4r1 ven and electl'1cally · dxi1 ven. Thoup oft ice 
machines. wEWe not used: bJ' a. majo:e1tr of the respondent a. 
the1xa h1sh t111l&';...frequ.encf rat:tnl shown· ill fable XX 1nd1cs.tes 
that theJ· wex-e used ottan by thOl!$ who 414. uee them•· 
6a All bu.t fo.u of the 10 aeneral :Off'!.ce aot1v1t1es .· 
· :Pankeci verey high as· far as total frequener · ot performance 
was c~me<\ ~. tb$ fll$Jo:tt1tv of them also had a time ... 
uequellef tls:ttne; ot o.1rer 50 pe~ t-el\'bt !ho.EJe e.ot1v1tles tat 
ranked hlghee.t · ~o~ total f~equenc7 weJ.*e o • uewe~11'1S ~el.e~ 
phone, u ttpo:J.dJ.ng letters and 1n$exats1q 1r1 «llnvelopea," 
n:aana1tn1 eompla1#te in ott1oe o~ ove:r' telopb.one,0 and '*rtsw 
llX'lnS and Checkl:og iavo1oeth u 
7-. All but two of the f!..l~ acttv1t1es ttartkei wz-v 
. . 
high fox- total .frequ.$UJ ~ p$rf:O~ee, atld. all ot them baA 
s. timewfxa'equel'!.eJ' ra.Uics ·of •o pQ:ta eent Ol' ova:.. ~a is a 
. ~ 
. . 
good 1nd1cat1on· that f11~ng · $.boul.d be stv~D oa"ful ccna:t.d• 
e~at1an tn an1 bus!ne$s cur.v1culum. Xt 1t is taught ea~~7 
1n tb.e pt-ogl'am,. some p:ro'ri.e$,on sb.ou.lcl b$ made fo:r! :t.'e'riew 
near the time ot emplo-at.-
\I. 
e..,. As eau be ~~ in t.rabl.a. xm., tilblg$ typit3&1 · an4 
genesaal office aotJ:~1t1es wel'e war ahead .of tb.e :mox-e apee1a1~ · 
1ae4 aebi:vtt"e of steno~pl:cy' 8.n4 bookkeeptng. Of the 98 
. . . . 
o.ff1ee a.ct1vities on the eb.eck l1et,. thEJ ten a et1v1t1es with 
the highest rank ~e>r total ~eq'Q.eneJ' of perf~mnanee W(We: 
11Alp~bet1c f1l1ng by nam.e6 11- "Adcir<iuls1ng ~nveloJp,ea," uAn~ 
awe~ing telephone,." "Fold1Ds l$tters and 1ns~:lng in $!1• 
velopes .,u «Jiind:l.ng matet~1al. 1n tile 1 " "Filling 1n pr1n.tan1 
. 9'1 
'e t•ms~ u "~UJ.g complaints S.n of.tte$ or ovel* teJ.ephone; tr 
"l'Jp!QQ btlls··atld ·ia~e1a$S-'n. ngi;pflnet ft'O:nl 'handft1t1n!i.t" ad· 
JfFi~.S and.·P.~tq 1nvoiee~·"· 
• 9., ~e ·. te:o: ett:te$ e4tt171t1~s · Whlah ~ed next 1n total 
. fre.queaey~ of J.e:vt·~rtetll· we»s t · "DolDS ea$bi&l* wox-lt,u ·. "Wai:t• 
1ng on lnta~~S; 0 8~tm~.e:vle -'ilbSti" .. ,,~ w1lh alt1pl.Et 
e~bon ,aoltai ·f~ ·~ mott~.• 8 0t£1eir ·bbu.aueep1q,« "f1»1ng 
£omn leisiie:tAs;,«: "'fl'G)PS.J:~lllg ··te»l41 to~ t1litJ.g1 8 "Taklng dto•· 
tat:J.an, iJ1 lJho»tJ!U'Ul<i &J).d if:ISn,fmi'b1l'JS,D U~ing. OUt l'~C<a£.pts,8 
an4 °Be.J.$.no1Dg ea$h .. n 
10. fhe·-t•». l$W06~~t.q t>ff1oe activlt1$S f'e ~i!ltal: 
' . 
f~eq_'f.Utnoy ·o~· pe)!*te~e W$Mi 11Shav1»i d.t~tapl:lone »e""~'". 
nuslns Elliott ... ft®e• b•~epiDs waeh1ne, .n "Vetna Sta.adaM 
. ~ . ·. . 
a.eeount:lna maeld.B$, tt 11~$·~ · ~photnu::.f''• 11tT$l•s Ad.d.Jt&esQ• 
$1'S.Jh1 ,. "Using· ~t;.Qn ~·beo~$ping ma.el'dna,.tt ·ttustns · 
~~a desk bcoi$ee~·ma~•·" ttvatns h14en ~aleula• 
.. 
t.&r:t u "Usbls gilla.itin 4Ql.1eabe-, • "ustns eleout• 'bn~wr1te~1l 
·' 98 
1,: Since the toll.ow-u.p stucU.•s .ae 'b7 thtt. hpal'aeni'J 
. ' . 
rt£ fuUano• at.t4 Plaeccb·: eb.owect tba\· the me.jw1t7 O.f · ~u.~ 
at~l of the llew •in!ltQJ'4 fi1Sh hh.ool wwe &lllJloyea: a senera1 
cle~1CU1l pca1t1on$~ .. a.JJ4. e.bee the Wl'itE)»t$ atuir .ahc'Wed tba.t, 
next to aeU1ns, the gxttiiat•st numbttxr ot 3<:Jb oppwt'tttt.it:tGa 
we~$ of a gene;-s.l ol$rteal natu$,·the ad41t!.on of~. sEm&:i.'., 
~i c.le:rioal. cun1eulur.rt t., the· business 01U*l11~Ul11ln aho'llltl. be 
ee,netdeX"ed.• ·A gen~~l.ele:r1oa.l e~ieul:UiU Sb.oula.be 4es1~ 
to include· insthot1on in t,-pills.- ele,.-ioal t:ra1Jd.nst an4 at• · 
t.icu~· :mae~es;· (n.o.ll•speota1is~<tlJ and tl). 4eV.$10p ·sld.U 1n fi1"'f 
. . . -. . 
,in$ and the sena:t'a-1 ~tic& aot1v1t1es while~ ··:tta.ve a h18h 'he• 
qu$l:tO'f of pevfo~tt.O&'·tn !rable xvxu.. BuB~~~-- ~1thm.&t':1~ 
should bEt :tt~viewed ·Cl·os~ · to th\\1 time ot $li'JPlo-~:till' Olle 
rear .of 1n$truct1s cf buokkeepi»s .shoul4 be auffic:tent ln 
· a ~eneral. oler1oa1 o ~se-. 
2. Pl.-ovis1on shoul.4l::le xnad& ~o'll 1ns.tw~t1e>n and !)l!'ae• 
,. t1e• ·in eomposing l$tte)?s at 'Wl,ti. 't7P$?m1te:P in both flpe• 
writii)S l;,and ~e'9Q.'it1ng XI• '.~!his ab1l.i'by oe.rutQt b& ao• 
qub(p)d 1n a lesson or two,. bu.t mu3t be- an inte~at$4 part ot 
the t~1'1;1~ QO~fUh 
s. Mol'e praetic~ @oul<l be given in s•tting up 1etteJts 
of un4er 50 words on a:mall"'"s1z~ad lette~ pa.peJr. ('lf x loth~· 
4. Ins.truetion 1rl. tnaking lette,_.s of· application should 
._be a definite unit of study tn the seZJ.1o:c- En$l.1sh covsth. 
9f.J 
5• !b.e S.dvarloed bookk~eping o~f!ee should pro'ride.m•a 
pxta.ot1ee 1n keeping ccmtplJite sets. Qf_ b09k~, and onl,- th0$6 · 
pupUe Vi.b.o shew $peoia.l abUS.t_S.es 1n zreeord keap1ng sheu1·4 
be enootWaged to 'bake'tb.e cou.:r,tsea~ · 
Gi Wlth the e.dd.1titm. of ·a ~~~al clerical. o~S$ to 
' ... - . . ~ 
· th~ curritl'u.lttmf ~,- · tb.os• $t1ldfo1nts who completed tb.e1Z. fi!'sb 
t~o:. JEUit:f'S of Enil1sh w1t)l: 'bettex- than avera••- su.e~ess shottld. 
'be ·enof:)lU;ag$d to elect the ete:nos~aphf.:c etttWa$. ·i,n theilt 3ua•·-
1o1" '9'SS.1"it Those e1rt:t4enta Wb.() do take the atflnopaph:te course 
· and paae tt, but who' 4o not s~w an aptitu.d~ tor! this t:ype-
.of wwk at th& end -'bt. $. wea:e, •hould bEJ- advisaa. to oont!,nu. 
with ole~i~l t~aining p~ovidug they P~-s 1JJ»e~1,1ns~ 
''i• ~eache'l"a ot t''l'P$W1"1tht.; ·aouJ.4 en«eave>l' to develop 
a high ·<lepee af skUl 1n tb.oa~ a•t1'Vlt1es whtcm sl:).QW .a high 
. -
ftt$qu.enc7 ot pe;,to::rmtauoe on th& 3ob ·1n mable 'XVt:t:u such as, 
addressing ··$nve>1op~s,, .t!ll.bg 1n-p~b-t$d to1'JrJ.S$. ttP1nl- b111s 
and 1nvo1cu~s,· 'OOPY~ f»Q:rn hi:w.<J.w1t1n£b tn-1l:ll with foUl! ot-
mo:tte ,.,a-.bons~t 
a. Wi i;hout a.dd:t:..g fl. new OOUI'se \o the cul'XiicUlum# m.ore 
pll'actioe in ua.l e;qJ:e$S~d.on, and pat~ in pr-e$ente.tlon shoultt 
be provided fell! and empb.a$1:ie4 1n ~veq olass p~io.Cl., whet~ 
the su.b,je't be bookk$ep1tlgj ate~o~pb.J'. o~ Ensl141h• 
9. An ele.ot»1e --type1fillt1t&~ ahQul¢ be pa;rt of t~ X~egu ... 
la~ equ1pm$nt i.n at 1-$ast one ot the typEtuitiql'O~• 
10. Sinoe appearance $-nd. th$ genei*al ixnpression xnad.Q 
du:r.t1n$ the· personal mte~v!ew were :Shown :ln th1$ stu~ to be 
of ma3o:r importance 'titt empl.tq'e:r.-s~ sc>me p:ttoviaion slloulr.t 'be 
100 e made 1n th& senior year for sS.eh pt-espeet.ive emplo,-ee to 
bave expe2!l1enee in being 1ntet.tviewe4 by one 021 two menibers 
of the faeult7 with Whom he 1s not well acqua1ntea. Con• 
stX'U.ct1 ve oli1 t1cd.sl11$ and suggestions should be :rJ.ote4 ·and pXte .... 
s&ntetl t.c the JUP11 as pa:rt of his training., 
11. A letteXJ> sh(Juld. be ser.d; to the buinessmen o:t New 
Betifo~<l olase to gxr$d.uatlon 'blmG encoUJ.taging the use of the 
lfew BetioM li!gb. 8eb.or;Jl. Gui~nee and;. nae8l'.nent sexav1oe as tb.& 
best means ot seou.tng $UploJeea oapalalff of :tl'ende:ttlng m.us.~ 
mum se"lce in the jOb$ to,.. wb.ioh the7 are 111roct. 
11• As ll1S.ltli' ~~le $Ql$J$ent tests as possible Sheul.d 
be •bta1ned .t~ mot!vs.tica J1Wposes in tht business a.x-1thme• · 
" 
tie and business ~otiee el~aeee. 
11.. Advantase shou.l~ be taken, tor .~t1vat1on ~oses 
as well as instNct1ona.l plU'}1oaes, o.f the willingaess of J'$W 
Bedford buetzuuis .tw~ ~o . supply speakers and to p$:rm1 t vis• · 
1 ta b7 stuera:tta. 
A job""ana~Jsis ~Uld. 'be made 1n eonneet'lon with the 
fOllOW-U}i) StudieS eonauete(l bJ" the l)&~tJn.etJ.t Of Gu.1da.aeG 
ani J?lac·ement, w as a $peeia1 pHj'eet bf the Business Etlu.o.e..-
t1on Jepa.:f-nt, ot gra.ittai$ee lt*ela1dtve 'bo offio& aet1v11d.$S 
pexafomed on be.sinla.1ng .eftiee j8a ani Xteaaons to:r se:Lq tc, 
busintUl$ seb.ools after. ps.duats.u.. A eoJJ1JS.zttson of itata 
aecve4 hom this study Qd 4a.ta secUX'ed f:t*Om paduates 
woul4 prow val:aat.le itt e,.t.m,st~ctlq 1Jlu:,. (Sentent o:£ the 
ol~1•al '~a~ e~se• 
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• ( O~lson, Gunhild. A., hact1ons . fl! Selected; Sus:l.JlG,ssmea lela• 
tivca to tbe Emplo:rabi'lltz of Bjsh S()hooi GradUI.ltas i 'tbl• 
. publ1shei"1rastert:;f ~bea1~1. Boa on uii!vc;t:rsf:t,-. i9ii, 
. ae ppt; · _ , 
Oha.:t'ta:us, w.' .w •• and Wl:\it1&7i Isado __ -re B.,_·_ Analqta · o_ t_ ·· Sae2;Je• 
. tuial Du.ti.es and Tl'td.;ts, William$' and W1lk ns co., · · ·· ··-· · 
laltfmore,· l91~S~'-)p.t · · ~ 
· Gooil, aarte._xa v._~,. EC11t~$ lli,ott.oP. of Ecil!Oat:t.oJI, .McGraw• 
·8111 Book Co., :tnc., lew Tor an.o. Loniiol', 19'48. . 
'Michel, f. w. 1 ttac.uJpOtis·l~11ty of th~ .8us1n~~JasmatJ..,11• fbe 
· . aertcan Jusineas -~~$t1cm Yet~t·t-bGt]kl Vol. IV.J !.Cha ~, 
· Easiern Oomrne'-'"cu.:al. ~eaehers lssoe!at~on sn4 ~he Nation• 
al Business 'each~~ Assoe1at:l.on_. Soll'l&rset b$ss, ltUh, 
Som$rV1lle, 1\Tew IEtr.t!i$'f.1 l94V • 89S PP•· _ . , 
National Otf'1ee M!lX1Sg$nle~t Assoc'-at1on,. A S~rVez ot Voca-. 
t1onal Reg,uirements .. .for Oe~tain l3esit.Uli!?.S Jibs in Of• l~ces: SUX*vet s~aX7,· !flmlbel' 10~· l9GOI pp.io.--
·w1obo_ls 1 Frede:t-1ek (h,_. A_~"~-. Cp~e»t.ton· ()f Oft1D _fraetice,. 
Ha:Mrard Un.!:veraitl"' ~eas,_ Qsmbi!lj$,-reaif, ·· 3 Plh · 
Potte~i fhelma m_ .• ~- An Anal~~- of· tM Wovk of ~n§!al Oler1• 
ea Efuplo:v~es, 1\U'es:u o Jb.illC$ilons, ' Wtat;tol'iera dol ... · 
.iege, ~oiUin'S!a t1rl$. versi tr, 1944, · l.OO PP• 
Ry'an, Mal'l" Agnes, · ! Job .... Acti vi tz AJ1aUsf.s, and J*ollow""'u~l Stud,z: 
o:f 19. 411, r~ I!U1<i 194i3tl"'s.ness .JleJi!a~an£ Gi'aliua •hl 
Of' ~. ... iCEool, . · sfiUS;, tfew. !;l~~ahtre-, . Utlp~fi· 
l1siiei Mas erts ·Thesis, Bostion Uiirve:ttsty. l949 1 93 PP• 
Santstnar:ta, Oathe:r1ne., Job Anal:;zsts of Office Se;rvioes Per-
fo;t*Dled ~ q,tzio~-· WQriie:rs in Sma:i'Jomm'tin1tieft• unp~ 
:l:isliei Masteris '!J.tHis1s, :Boston -1vexos1tj',_ l 41• 206 PP• 
The Standard~T~~s, New. :.BeU~i, MassaOh~setts·, · llQ? 14, 1950. 
, . 
. D!f1gh School Asks Business Jiew Xt Ca~ Better Ourr1eulum, n · 
The standax-d .... Times, .lfevi Bedford._, :Massachusetts, Ma.7 l.O, 
19~. . . . - . . 
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Tonn.& II ae .... , Attt #. "Cevlee.l •a:tntq r •• Low Ab111,,. stu• 
. deata.u ~U!J~~~ pe,e~i· i'G'bfta~J' UiG., ioll~..Wee§q 
Publishina O•, . c .:rami • Ght.~ • PP• 14.,.SBS. 
!'onne, br'bwt lu :~ . ~1llfS,!Rles of ~~Q!.ness Ed~eat!o~, the 
. beag fu.b:\labJ.n,g Co. ,1'ew YOrli Di'1- $8! PP• 

Assistant Principals 
,AEORGE L. BEACH 
'~TON S. BRIGGS 
NEW BEDFORD HIGH SCHOOL 
NEW BEDFORD, MASS. 
JOSEPH A. McDONNELL, :etincipitl 
E.lel'b»le Se~v:lee ~ lalt:n;, .t)ca:pa~, Jae. 
47 N~•th Ssoo:n(!. · Stxt~et ·· ··· 
N$W Bedt():il'd,. lltaSS$6lnt&etta 
Gentl$meru 
1M. 
ltbl. wjf K$nnetll l!UPk~·~ Su:tteFS.nten€lsnt •:t lell.oo1a, and. 
f&p . , J:esepll Afl' M~oQel1~: ~!xud.p~l ·~f the 'law BeUttl'd ltip 
Sehool,. ~ d..e~dixw~$ &f ~u~tablt$hb.s a ~los$~ ~el.Eltienship 
between the bustnattJ:Jes ef lfew BeU~~ aDA the lh:ud.n.ess 
Edacatio:n llepa:t*tm.ent of the· H~b. Seho(;Jl.t · 
We aile p~e;paPhag to~ s :Pe.V'tsl$:n ~tf' ~ e~Fteul.mn a 't 
the New Bedttt~(\,llip iel1o0l anti. feel that with 70'\U'* SUB* 
gest:!ens and help the ~G~se content · ean be made m~:Pe 
etteult;ti ve and · the vo:ett~i.tnat •b jeet1ves 1!1$:ltt~ · ele~Pl-7 de• 
.tineGl, !he ~$s'tllts S;htittld be a b$tt~tl'a1%l.ed oftiee 
fwne ta'i! ,-o'\1 a:rui a m-.:ll$ Wet:f''bhwhtl.e edu.e.:ttlen to.r Gttl' 
students. 
With these thoughts ·:tn iitin<t,.- wtl.l film. pleaeJe f1ll b 
the enelosed lrli.'~'b1~n Sli$e'bs and :t-a~n them 1:n the 
enelose4 sjam;ped ad ad~essefl anvalopei 
Be tussved ·that any blfe,:ftmatll!)n ~eeeioved. by us will 
ba beld in s 'Ulil1ctast ·•cntthnee, fixttl data ltleeelved will 
be tabula'Ue4 in swrmta1"7 .f.Qlfll1. 
We w~u.la appP~etata ~ e~•pe:v:ati•n ih msJd.ng this 
inftama t!on svail-ab le t• ·u.s.- -N'e&4le-~;Js t& i:u:ry" yott will be 
~ende~ina e invaluabl;.a sel'V1<H~ to otir a@e<ll. and to- yO"U» 
tatua emplqaaiJ.~ 
MSB:Jll 
Info.pmat1on &he&ta 
Envelope 
M:tl tb s ~ lt-isas 
lteai, Depa~tment ef 
Jui:~1ness. E4u•at1•tt 
·· .. · 
10$ 
New Bedfol*d lU.gh School 
llew Bedford,. Ma:ssac:tm.setts 
Ma7 24,. 1960 
De~n;• · 8 11' s 
On MS.7 lst we :mailed you some 1nfomat1on sheets req'ileat:tng 
inf'o:rmation wh10h wS.ll ba o:t value tG u.s 1n ou.:r tm.t'"r-ieulwn 
:rev1s ionq· 
Will 7011. ooope:r.tate with us by tilling in these f'Ol'ms and 
:ra1ntl'ning them to u.s as,. soon as possible s.o that ov data 
will be eempletef 
Ve:t7 . t:ru:L7 yo\U'ls "·· . 
Read, Business Education 
:Oep~t:m.ent 
// lGS 
INFORMATION SEEETS 
Firm Name 
------------------~---------------------------------------------------
Address 
----------------------------------~--------------~~--------------------
Title or Position held by person responding 
~------------------------------------
4. Type of business 
-----------------------------------------------------------------
,,, 
5~ Please check the extent to which you employ New Bedford High School graduates, 
_Entirely __ Fr eq U\3ntly __ Rarely 
gu Please check the method used most frequently to secure applicants. 
---------a-;~ B. -High-S01ioo! ~u:ta-ance·-and Place1!lent-serv±oe-----
-b. Public employment agencies -
o, Newspaper advertisements 
--d. Letters of application 
e, Recommendations of employees 
--f. Others 
-----------------------
_£!,• 
7. IIndicate by a. (v/) the importance of the following requirements for 
initial employment. Very 
Import=·.nt Unimportant Important 
a. 
b. 
c. 
d. 
e, 
f. 
g. 
h. 
i. 
Age .... • , • 0: • • • o • • ~ • • • • 
Training. • • • • • • • • • • • • • 
Grades obtained in high school. , • 
Experience ••••• 
Recommendations • • • • 
Appearance. • • • • • 
Others. , ••••••• 
• II' • • • • 
• • • • • • 
• • • G • 
.. . . . . . 
• • 
--------------------------------
• • 
--------------------------------
-
s. Do you use some form of ~ployment test? Yes 
- -·---- ~-----<-·--·"----- -· 
9.. What do you oonsidet< an 11 employable speed 11 for 
typing material of average difficulty ••••••• 
taking dictation of average difficulty- •••••• 
transcribing shorthand notes of average difficulty. 
No 
words per minute? 
words per minute? 
words per minute? 
10, Please give nUmber of employees engaged in each of the following duties. 
a. Secretarial 
b. Record keeping 
c~ Office machine 
d~ General clerical 
· e, Selling 
Men Women Total 
107 
( 11. Indicate by (V) the importance of the following requirements for advancement. 
e 
a. Skill • • • 
-b. Speed ••• 
c. Efficiency. 
-d. Accuracy. • 
e. Responsible-
ness. , • 
f. Neatness a-
bout work 
g. Initiative. 
--h. Loyalty • • 
-i. Cooperation 
--j. Appearance. 
--k. Agreeableness 
--- ~---------------------~--
Very 
Im-
port ... 
ap.t 
-
--
Im- Unim-
port- port-
ant ant 
1. Courtesy • • 
m, Judgment • • 
n. Businesslike-,__ 
ness •• • 
o. Interest in 
_P• 
_q. 
s. 
--.{:;. 
u. 
v. 
~---
work ••• 
Honesty. • , 
Punctuality. 
Dependability 
Tactfulness. 
Others 
----
Very Im- Unim.-
Im- port- port* port- ant ant ant 
-
"""'--' 
12. Please use a (y/) to indicate the most common deficiencies that you observe 
in new employees. 
... · ' f 
a1 . Lack -·~·b l:- ·tao k 
~-· ' . 
of ability to speak good English •••• 
of ability to write good English •••• 
·'l!·.' o-.- Poor spelling • • • • • • • • • • • • • • • • 
of :~ltility to handle simple arithmetic d, Lack 
processes • • • • • • ~ • • • • • • • • • • 
e. Fe.ilure to check work for accuracy. • • • • • 
i' • Poor organization of work • • • • • • • • • • 
g. Lack of speed in taking dictation • • • • 
h. Lack of speed in transcribing notes • • • • , 
i. Lack of-ability to compose letters. • •••• 
j. Lack of ability to tako dictation at the 
typewriter. • • • • • • • • • • • • • • • • 
k. Failure to transcribe notes accurately. • • • 
1. Untidy erasures .• • • • • • • • • • • • • • • 
m. Lack of accuracy in keeping records ••••• 
__ ,-n.----J.~~l-Q.d.g~ of~-&-"'ti~~-­
o, Lack of lmowledge· of' posting. • • • • ••• • 
P• Lack of skill in using calculating machines 
q, Lack of skill in us;i.ng listing machines ••• 
r, Lack of skill in using duplicating machines • 
s. Lack of knowledge of filing • , ••••••• 
t. Others ' •• 
u. 
v. 
t' 
~~-~-~·~~--~~~·-'~--~~-·~~-.. -.-~~~----~------· . ~;;~~~'.~·~------~--~~~-~·~~------·------~~·~-~,._· . 
PERS'ONALITY TRAITS AND WORK HABITS 
a. Poor attendance • . • • • • . . . • . • • • 10-
b. Tardiness ,. • • _. • ""; .. 4 • • • • • • • • . .. • 
c. Lack of initiative. • • • • • • ' .. • • • • • 
d. Lack of intorest in work. . • • • • • • . • . 
e. Lack of willingness to do ttlittle extras 11 . • 
f. Lack of respect for superiors • . . • • • • • 
g. Failure to get along with fellow employees. • 
h. Others • • 
VERY I FAIRLY I NOT A 
C 01IMON C O:MNON C 01Jlf.ON 
D E F I c IE I~ C y 
. 
-~ 
~--------- -- -- - -~-
r-----· 
I 
\ 
--
-
-13. Would you or members of your firm consider speaking to small groups of 
business students on pertinent topics? 
Yes Uo 
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14. Would you permit visits of small· groups of students to your place of business 
to enrich our pre-employment training? 
Yes No 
15. Would you be willing to participate in a plan whereby high school student·s 
would receive part-time, on-the-job experience in selling while still 
in school? 
Yes No 
16. kro you familiar with the 11Simplified Letter 11 ? 
Yes No 
17. If so, do you favor its use in general? 
Yes No 
18. Please list subjects which you feel should be added to the high school 
curriculum and give reasons for suggested additions. 
Subject Reason 
19. Would you be willing to have your office employees fill in a simple check list 
pertaining to the nature of their clerical duties? 
Yes No 
We would appreciate any further collli!lents that would be of use in aiding the 
school to improve its students in preparation for initial employment and business in 
general. 
.e-
. .. 
Engl1:.Jh 
Sp&ll!l.Jls 
Engl1$h 
Offic$ Practice 
Business English 
El~enta~ Parc~ologr 
R&v1ew ot Ar1thtnet1e 
MeebAn1cal Calculate~& 
Oompt~te~B 
D1ets.)hont 
Spelling, punot~tlon 
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usage ,co.nt$S ~1 from. constant; 
$tud)' and x-ea.ti!l1S of gooci l1'b- .. 
etta'(;~$ •. 
Lack_ of kne.wle«gft among zrou 
p;r~.; . . . . .. 
. Ad4e4 emphasS.s. 
~r e.aa t;o .. ~e. VtSt'IJ'1' Joor •. 
~duat&s usua~3.7· do uot se&lJl 
to have. ad~quate. tmowledge of 
pwletua'b1on. · ebmlilen u.sage,. e.(l.e• 
quate vooa.bllla~J'· mter tlo- ned~ 
se&m to ¥ ve t-ea.4· enough thl' be 
have l«ll&:ftled -.oush f:l'om ref,\d• 
4''fttr . . . . 
~· 
fo assist in adjustment anA 
~Ill ~--;~.r&~tiiml$ • 
foo man, lack· aX'tthmet1e~ fund&.• 
mentfll.a. · 
Vasd extensively in aud1t1ns• 
I do not think· the. t t&o much em-
p~asis can be »laee4 on 'h~se 
two 1-tems. 
Viltl tten, spoken, and any others. 
otfiee beharie».t 
office ~ss, ete~ 
.,.. .. 
D1ot1on 
.,. 
Ocn.wse 1n ha%1'411!18 ot 
duplieating maohtnes. 
"' 
·:..,.. 
FrJ1t the benefit of all simti•t$. 
WhO S.l'$ p1tJ8 t~ attend fUJ:I.&a• . 
titic or lil.l~:ts.l · ax-ta oollegeAh · 
If tlh& stu.den1Ja spent one ·he~ 
P• week 11'1: thatr sen1osa ,ea~ 
fem111a»tatns. themselves.· with . 
.. he l19.ltl.ee and lccatit.m.s of large 
auct weu .;.;known f1!'1:D.S ana: nnmle1.W 
pal offiee-s and thea tu.net:totl.S · 
as well as the, me who ~ them• 
they wou.l.d ·mow . tb.Giz- Whexae• 
a:boute When thf>l' get ()llfl into 
the brud.aeas WeStl4• It is ama.s-
ms how few .:···the pa.duates ,, 
:taw 'bhe lnat:ton of some •£-· th& 
•oat GOl1ll'niim ·&ff'1oe·buJ.141ngs, 
.at1oh as a ~f h1141ng, . a» 
cent~ Police Jiead.~e•~h 
Iaova~ta.blf, EnlJI' new- ele»ks have 
poOl' peDaneh1J• · 
,_..' 
Laek ot tttm.~~ in Pl''OlJEJl' ot... . 
tier;, 'behav1e:u••spe~ ad aoti~..iw 
()~$-~.au trade uP. Grii• 
M:t-7 eou~st ~-&emS .tfo b~ la.cld.q 
a p:eeeeu-aa:v new help. !t!wtt · 
w.-de a;,-o !il1as1ng-lfpleaae" ad 
"thamt you..n · 
!b._· ~ qualitJ ot. sten.opapb._· ws ia 
so p$0r t-hat many .tt:tees aJJe 
be~ fo~c~ 1nbo as1ns them. 
mew employees 4~ not know hew to 
talk to vislteJta. · Mest ot -. 
s:lttls b-mn .. th.a enia of the eitJ' · 
a~e velli7' ~ooJ.-11 t:qa1!l.$Cl .U~· voiee. 
Ha.eh1ne$ save much time on the. 
· .. j$b., Ability to use a.up11ut1Dg 
maeh:l.n9e 1~ ancthe" sell~ 
poin' to~ a p~ospeetiva ampler•$• 
A 0must0 tw anvone wo¥*klns with 
t1gues . :t:a businGss. 
VeQ' poOS'• 
. ' ' 
*"h .m_.tl UJ.stftottoa 
tn 1e't•~ •GmJtslttoa. . 
lll.· 
Ve»7 tew · atlldutn* ean oompose a 
4eeent,leilbel* if siven mwelr a. 
~resume $f' ao:rdsents • · 
licw ~ $tw.\enta lm:Gli tho p1eeea 
in. a g&*OSB Ol' hOW ~ p1$C$S ~e u;p. 2/3 ot a ~ea•; · I ·mtlsh 
a1 ve al·:t aew $btl a: 4 ~' ·ltst-
:tns 'bh:ts . iDf'Ol'me.t:lo%3._, .. ' tuv a" 
cQlllP~etaly lollb--•d. · theu l;U!ia 
hon~ gra.t,\ua.t~$. · 
. " 
A4{b»eHopal)h .is uaecl ].n ~7 
. bu.i'inasses toiay-. . · .·. .. . · 
To··• tee.oh i;hem to t~l.llk ·.whilfl 
sttUitl1:ns &n .the:t~ · t~eiJ. · .. · 
,..o b~ . able lie:> b.Et.Qi!le tu~J;epb.one 
oonV$~sat1oma and oPders oo~~ 
21ectly and poltt&ly. · 
.Ve'l!y hs.ml,- 1n a small business 
t-S.~ Wht;lti'G the:c-e 1s n.• ':t.tests!iif 
tel.'-4 llVS'h 
Aee Oahuet o_,o*'atlioa 
Aeus~t law Jd.ll,s Ct.mlpabfr 
Aa~~- ·Owpo~t1m~ 
Ald.n, Defllacm. 0$1UJ~ 
.. ·. . .· . ~ tuii Oom:pallY 
.Ame~1ean !Jaws c~.. w-.~. . 
Bake~ muuta.e~tq OOJ:UJs.-.,-, hle. 
a. D. Be~ lompaO¥ · 
' ' 
lhl'84 :u.. Bom!$.-,. h\JU'e . AecelUlimatl 
Brale, • s O='&tWeJ7, tao.· 
s.~w..'s ~or 
Ohe2117 & O•Jaar, XJte. 
Ooea-Gol..e. Be-ttltns Co:r.rtp$:Q.f 
Continetal Bakins Oom.p&Df 
Contineattal. Ela.st1f O•p~~at1:$l1 
Continen'bal Se~ew C~ · 
~llok1. »•.,wae1:1, $'ab$~ & Sl.\.6~ . 
Davia Daft & Son 
Fa1Jrhaven 0ctQ~tl1oa 
PUts't :tra'b:tonal Banlt 
Abtm.ham F»ee~ & SO.ns, D:)Jh 
i't,ulnana Auto Compalq',. ~" 
Ga.lligan Bltothe:l'S ~n1'blU1$ OtMllp~ 
Kem1e~ frr Gammoa.s & ·C~ 
.. 
= 
~ ~$~ xee o~~ Oo»~atien 
CJoo4-,es.:r ftb»to Oo~p•e.:bloa 
w, "• 6)-'an' OOl!lJ~ 
~1u~ti Baking O~J 
.Jltit11Awa7 :Manutaot\U,1~ ,o~r 
•tJ1a•r m:U· ·oom,anr. · lno• 
.. troln'i ... Baneoek MUtuel Ute l'naut!llnoG Oempa!J.f 
lfaw~s Eleeute Oom.pal'lJ' 
li~ar lll'oi;llel's zn ... ~a1Jafi&. ~-ldns C=:PSAJ' :: 
. '·.' . 
· ·.·Rolli p.,. B.Od & IOXi$~ Ir.t(lll. · 
· · .· R.- a. Hutchixlson. &. Oompqr 
.J. ai:J.., ~ees Cmnpar.ty 
ita,- lewebr OotnPallf 
E14d.eJt Paab~ir& 0~7 
K11'bvll M1U 
Lambeth Bept- Co•pwat1e•· 
taurus :S.os., :me.· .. 
MJ;t. Ssmu.el. x.. Xtl~, l'..aWi~~ 
mheoio~e t~~7 & Son$ 
Lollgbl.ln mt.ewe1etl 0~ . 
»· Lum.iaulq & c~.,, In•• 
Masell h1*a1tul'e Oompi.UQ' 
Massa.chu&fis'be Shil*t ~utae~in$ -Com~ 
Mwehants :ra:b:t-cnal.Bealt.· 
Morse WW1st; !Will. &. Mao!Wie OOlllJs.r.q-
Moto:r.- $ales Com~ 
Nashwen.a Mills 
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- li'$W BeUo»d C·Q•Qj&J.?ative lank 
llew lae.Uet. J:my eo.a.a ·oo~ 
Jlew Beilt&4 ftve · Oant$ · Sav~ ~Qlk 
N$w BeUo:ui. ·Ia$ & 141r;,on ttgat Oompa.Jq' 
N~w Bto\Uor4 IslsiJ1tm.1b1on$:'.,~$aVit11~ 
. . 
New li$Uo:eA bitt1ft8 · GOll$tmJ' · 
l{ew, ~e.U•t.tti ltilk b~et*s f AS~Gelatl.• 
New ile4tE>:f4 M~ie Plan OelnJQJ' 
New hdtovd · PU'b11& Max»k$' C~ay 
,/- ·,,,; 
. . . 
New. JeU~:r4 ·aaroa ··o~· 
N~ BeUwd svonc$ wu•uae Oo:m~ 
New .~ad felephge ;&.· !el$1#1a»h :<J~anr 
NOI'Woc4 Mariutac:t\QI!ng 0~ . 
01aom. & A.pp1ol'Jf 
· P~udent1e.l InsUJ:it~: 0~ .e .Ame»1ea 
lit lileJaOld.$ b!nfd.q,. ltUh 
J• oil Bhoeie~ & Compe7 · 
llival lfood.a,. :me• 
aea.va. ll9tbllt.Uk & 0~ 
Mr• Bo~te~t; · B1boJ..t1 .· h~lie .&Qo.ota:t.taat 
8te.ndat~4-f.l.mea · 
· bshia-e :i1$oul'U4.t: lnC'h 
S1;a.tea ~ao~q o~ 
St»a.tul Leairhce~· Qooi.~J' .· omu.,ant I ll'lth 
St., Luke' a· .b$p1t$./l. 
Vniea Stp&a' lai~waY company 
Mr. George P. Williams 
... 
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'··,· '·'' • .1, 
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:e ·O· · F<t WinS C'~ 
li' . .., w .. Wotd.w~th & Oomp~ · 
.. 
Ace Oa'b:f.nf;)t· · Oo~p-at1orA 
358 ·B&lletr!ll& AV$1W.$ ·. 
('!Teasur&:r.a) 
Aeushttet saw .. M!l:Ls OompaDt 
·54 r.ttll Roa41 Aouab:rJ,e11 · ( Office Managexa) · · 
Aerovox Oox-poX'a.t1on 
New Bedford ( Pe~somu~l Director) 
The Bake:r Manutactur!ng Compe.n,-
204 Ool.Wt St:re$t . (Aseietant ~eaS11lf'&l"') ·· 
~d u. :Bonner 
50S.Pl$asa.nt S'O'f)GiJ 
9!le B~owns l!'lUll1'1$\cV, ::r;n* • . 
218 Unien St:flle$.t · 
uw. ~)· 
Ohe.ny & Com:panr, Inc •. 
814 PurObAS$ Stra&t (Ott1ce ManageJi) 
Coea•Oola »ottltna 0~111 ·~ ~w Be.U:ord 
1091 Kempton i~eet · . (Plant Mam\g6l*) . 
Oontmental lald.q Ooltl:panf 
8185 Ptll'ehasa· S'fttt.$ftrfi 
(MalP.S@) 
Fa1~baven oorpopa,ton 
358 Belleville Avenue (Preaid.$n't..:.fr'eaeue.•) 
F~st uational knk 
!few Sedfm.-4 
(Au.dttw) 
A. :Freedman & Sons, xne. 
94 sawrer Street (Treaeuel.') 
General lee m.--eam 0-or.po~ation 
105 ~ont It~$$\ · 
G1ust1 Baking Oompa:~J 
1707 Purohaae Street 
·(Office ~ger) 
Goo4year fire· and Bu.bbe31 00l'll!m8J' of l{a$.saehuaetts 
545·South OX'oh.ard St7!eet . ( Pe~sonnel .Mauger) · · · 
· w-. 1'~: &l-a:at O~n,., #5 
.esa Pul'ehase Street· 
(Manager) · · 
fra tbawa,. Man.ufactving Qo:tn)Jn!l.XlJ' 
97 Cove Street . . . . · (D1reetol'* ot.Ind.u.st~lalRelatious) 
H. s. m.a:telWleon & Oompat17 
222 Union St~eet (Mr. Robexat Saltrna.Jtsh} 
Kay .rewelltf CoJDP~ 
760 ~chase Street (Managel') 
Kidd.e:t~~ Peabcctr and aomp~ 
First National Bank Bu1l4in1 (Seoxreta%7) · 
La'tWEln$ :J3Xfothazta, Ine.i. 
65 Brook St~eet ( Of.ttoe Managext} 
Samuel L. L1- , 
.415 Olyzrlpia. Building 
'fhe~dore Lottangel: at\4 Sons 
404 Nash Roa.C! (Office Ma.nagex-} 
Lo~gbl1n Ohevrolet 
545 Mill st:r.-eet 
J) •. Lumiansk:J' & Coxupan:r, Inrh 
227 Unian Street {Presuteat) 
Mason JPux-n1 tva Oo:mpatl.J' 
.,95 ~Qhase Streeu ( Stonre Manage)!J} · · 
MoXtse Twist U.Ul and Ma.cb.1n$ Com~ 
.163 Pleasant . St~eet · 
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e New Bedford. and Acushnet Ce>; ... opGXJative Bank . 
11.5 William Street · · · · · 
( !i:r sa:;nnaer) 
Now Bed.to~d Dry GoodS CQll1Pa~ 
.· Uni~ Street. · 
· ( o.ft1ee Manager ) 
. ·. . . . ' 
New ~Bedford Five · Cents 8avins$ :saw 
791 J-'urchnse ·Street 
·( '1Jreasu.xaer l 
. New Bedford Gaa ~nd Ed1$on Lisht :(.lOl'l!pmf 
693 Purchase Street · . , (Persol'Ulel and Safety ,Pi:reotor) 
New J3edford Institution f~ Bavttnp 
Union St:veet. (Asalatant '!l'eaa~$l') 
New· Bedford MJ.lk PJ:tQdu.ce~s * Assoe1at1on, :Ine. 
SSS Kempton lt~ee' , . . ' 
. ( Off'1ce ManageS') 
. . The . l'lew :Sedto!ld. · .Mo~l."1S. J?lan C~ 
103 WUliam Stx'eet 
. ( Trea.sureX') 
New.Bedt~ PUblie ~ket 
'106 :rt.u'ehase Street · (Office Mana~X*) 
.. . 
:New England Telephone an.d. J,ffil't~ph Oompt\)17 
ag.o. Acushnet. Avenue · 
(Managel1} 
Reynolds ~int!tns, ~. 
34 North SeeoDd Street ( ~$9.eure~) · 
St. Luke 's B:O$p1 tal 
101 Page stree-& 
.(A$s1atantr DUtect=-) 
Sear.s Roebu.ek & Compan,-
901 Purchase Stl'eat 
{Managw) 
Robe~t · $1bw,. Publ1e AeeO't.llltut 
Roam 320. Masonic Buildtns 
*J?.he. 0 • »'• Wing Oom~ 
790 ~chase it~eet ( Oft1oe Ma:aagexa) 
11$ 
The BJ?owne P~CJ'• Ine~ · 
218 Un1on Street · 
(~• Bl'o~} 
OhEu:-•r & Oompa.n.y; Inc., 
814 Purobase St~eet ( ottiee l4anase•) 
Gal.lige.n B:uotheJts J'Uwd tve OOlli.Pan, 1 Ine~ 912 South Wate• St~et (Otf1oe Manage:e) 
Glust1 Jak1ag Oompa~ 
1'10'1 Purehase Stxaeet (O.tfioe ~e~) 
w., ~. G~ant O.om.pa.ny, #i 
S5B Pu.rehaae Street 
{Ma.nagexa) 
H. s. B.U.tohinson and Ooml)9i:EJ.7 
282 l1n1on St:Pef.i)'b 
{Mr. Saltmarsh) 
New Bedtevd i>X-J Goods Com~ · 
0 Wa do so Dow ~ouS). use of pan•t.ime worke:ttlh" 
Reynolde h'int!mg, XD.c.. 
34 Nortb Seccnd St~e&t 
{ Tl?·aasueX') 
Seatts Ro&bU$k and Oompa.BJ' 
901 ~ehaae St•e$t · (Manager) 
Robert S1bor, Public Aeeounteat 
RoOlll 380, Masonic Bu.il.ding 
(ownel?) . 
*!'he a. F• Wing Company 
790 ~chase Stree' (Off1ee Manase:r) 
F. w. Woolworth Compal:l'y' 
838 P\mobA.se Streeu 
119 
Ae~~ Oo~o~tt•• 
lil'SW B$UW4 .. . : 
(Pwscm.nel D1Heto)1) .:· , ' 
~' . · .. : ; 
· · .. en.e~,xar & oOl'tlpanr~· xnc., 
· !1' Ptu;teha-ae S'bl-Qe\ · (Otfioe Ma.nage:r) 
Continental SOX'*~w 0081~ .. 
459 Mt~~· fleaean.t ltr~~ir . ·. ( Pei1aonne1 Managu }' · · · 
· . p$.,...ha.vQn Ool!lpoxaation 
.158 -iellw'Vill$ .Avewe 
ll*r~s1dGnt) 
f1~st National lank 
'.fn BecatQl.'4 {Auditor) 
Ga.ll:taan. »ZJbthwa Ji.ulnltve Comp~ 
.91$ south. Wa'be~ iuni5 . (Otflce Managel*} · 
W. W• G:taant Oompi!U).J', #i 
858. hx'-eha.se:. Street; · 
(.Manase•) 
ll'athawar Mab.uta.e'b~.tns~ Own~ 
97· Oove it~·eet . (l>bt$eto» <>f·~~$~1111 lt'$lat1ons) 
a .. ·· •• ·s:utol1iils® .@d·c~ 
182 tlni 01'1 $1i;!fEU~t 
(Mr., Bobe~t Saltma:tt~h) · 
D. L~ & Oompan,.-1 xna'~' 
ss' union street · . · 
(Pl.*&sldent) 
Mason hl*n1 ~-a Oompa:rq-
?96 ~chase: StJli$$t; 
{Sto~~ Manage~-) 
. . 
New Bedf'o%.*4 and Acuslmet Oo•op-e:tta.t1ve kl1k 
115 ~~hase StPeQt ( ~eaaure:f) · 
New hUo.ri. :ftve Oeate Sav-#.qs lak 
*'191 Puxtehs.sa lt~et •· : · { TX'ea~l'). · 
New.B$410~ inat1~ttoa ~~ laViDSS 
u.i~ lt~eet · · 
(AaeisiianiJ ta1easld'ell) 
. Ne1r• JktUOJ'!4 MUk Pre4.et*at A~U:tooiatitml Inc' 
$58 bm»ta · Stt:teeo 
(Off~ee maaasel*) 
!he. H&\li' BeifWi !4&311$ Plea ~~l'lV 
l03W1l.llaln S~fl 
(~&31) 
New DeUol'4 JubliO JJ:Ultetl 
fOG ~eha:se ~eet 
·( Otf1ee Mallt:JSGl*} 
New Be4foSt4 Bayon Com.. ~7 
194 Rf.vus14.e Av~ (Petf .. e1 au Safety D!»eo'ko»} 
St. I;4tttets DoapS.tal 
101 Paae lthet 
t.Aas1Ettant »1nctt•) 
lt&:ran4 Leathel* Goods Gompany, lnc .• 
94 K11b~ St~~$\ 
(Off1ee ~·~Mise. &ophtEJ 'f$.fl0l') 
Ocm.ttnenual Bald.ng OonlJS.IW 
2183 lm'ebase ltnet . (Manager) 
Go-o4,-es.• tt1Jte ana Ru.'Dbe:. c~r ot massaau.setta 
i4i South ~OkaPd St~eeb 
( Pel'eom.tel Stanase»') 
Coes.•tola Bobtl!ns C~zq . 
1091 Kempton SbJieet· (Plant J«tmase•) · 
Mew Betied Knitttns o~ 
194 iliv$•-&14& Aveaue {ott1ee Mau.geSt aad Ja~sbe•) 
He P. Heel and IQIUJt lD.e• 
1&'1 M1;;. V~n Sveets 
111 
.·The ftand@48 1Jb.D.es ·· 
Sst) Pleaea~\b S'h~eet; 
(Ait1!1a1'ianu ~ea:aUJ.~:e:.) 
1\QJn.old.; P1*1nting, · :tne •. 
34·lfo:nl.t SeQod S"tr.aeet 
( 'b'ea~e%*) · . 
. . 
T:na: :MwohAiita ·1fat1onal .. :saB 
New :ieUod · -· · 
. ·.· ·tvtee Presicient) 
·, ' 1 • •• ~ • ' 
ArmoV e.ntt CO!rlpa.tq . 
99 non.t sweet 
(Manage~)··· 
.. · .. 
' .... 

NEW BEDFORD HIGH SCHOOL 
Assistant Principals 
··RGB L. BEACH 
' TON S. BRiGGS 
wtr,. -hvU · tlwnltiJL$kJ" 
11' ~- st~~e' 
NEW BEDFORD, MASS. 
JOSEPH A. McDONNELL, Principal 
:ff:rst Net!ettal Ba:ak BUs•, 
New BeUwd, 1\ftassaeh-.a~t:te. 
DEU~P S!:ra 
~:nk 70U fOP _:JOU!f Jl"Ompt Jf&irfu1~ Qf the infOXWlf;1.1if!tlti 
aheeta wbieh ·we · mn11e4 te ,...,u "eEJli1$lJ' f!S ;P$:rt oC o'f.U:' 
au.t'V&J' in ee%1tl.e•'t£en wltb ~ tm.~~oul'ltln ttev1a1ott.. ~ --
.. . .· •' ·. •' . ' . . 
_ ·Tou ve~ kbttl~ J.Jildierate4 "'• these ahE.t$ts 'Ymw will ... 
lXJ8ness t• h9'1!$ ~1*--<tfflce $m;pJ.o1$es flll. b a eheek 
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STENOGRAPHIC DUTIES ' I I 
Taking dictation in shorthand and transoribing •• ~--~--~--~---+----~--;----7------~: 
'l'rans or ib ing from reo ords ........................ H---+---.1..---f---+---tt----+1---+----,l 
Taking dictation directly on typewriter ••••••••• l~~~--~~---4----r----* __ _, ____ +------
Composing letters for employer •••• • ••• • • •• • • • • • • 1--+---+1--+--r---n---t---;-'----l 
Shaving Dicta phone Reo ords •••••••••••••• • ••••• , • 11~ --1---+1---+----+! __ _,H---+---+----t ;~~~~:g A~ ~:~~:d for~ ••••• • ••• • •• • • • • • • • • • • • • II--+--+~---+----+---H-----ir---+-1--1 
Copying from handwriting ••••••••••••••••••• • • • • tll---+--+~--+--+----11----t---+----l 
Copying from rough draft •••••••••••••••••••••••• 
Typing form letters. Cl. o o o tl o •• ., o o o o. o o o" • o o ". o • o. U--+---+---+---+--~~~r---r----1 
11---r---~---+--~~---w--~r----r-----1 Typing bills and invoices. • •••••••••••• •. •. •. • • 'ti--+--+1--+---+I ___ IH---+---+1 ____ 1 Addressing envelopes............................ ! I 
Typing postal cards •••••••••••••••••••••••,••••:~:::::::::::::::~:=::::::===~::::::==========:::: 
Typing o hec ks ......................... o •••••••••• ll--+--+---il-----+---iiH---+---+----1 
Typing index cards •••••••••• _., •• o •••••••••••••• , I 
Doing tabulation and statistical work••••••••··~n---+---·-'~---~~--4-----*---~----+-----~ 
Typing manuscripts and reports.................. I I n---r---~---+--~r----w--~~---t------1 
Typing legal for~ ••••••••••• • • ••• • • • • • • • • • • • • • "'u--+--+---1---+----!IH---+---+---~ 
Typing mailing lists ••••••••••••• • .. • •• • • • • • • • • • ~ lf--+--+---1----+----!H---+---+1---~ 
Typing interoffice correspondence............... ! 
11---r---~---+--~~--~--~~---r----~ Typing telegrams and cablegra~ ••••••• , ••••••••• 4~--+---4----+----l~--~----~~--~~-----l Typing with multiple carbon packs, four or I 
more carbons , ••••••••••• o •• , ••• • • • • • • • • • • ll---+---+---t---t---H---+---+----I 
Cutting stencils .. o •• 9 •• a o. o •• o o o o ••••• o o ....... ·n--+--+j--+---rl __ ___,fl---+---+----1 
Typing master sheets for liquid and gelatin II 
duplicators ••••••••••••• a •••••• ~···•••••• 
1~--+----~---+--~r---~--~------~-----~ Others • , • • • • • • i ~------------------------------~---- ~~--+----+----+---~----~----+---~~----~ 
........ ,. I _i 
----------------------------------------- lr---r--~----+----t-----~---t---~r---~1 
______________ __...._ _________ ..... 0 0 0 • lf--+--+---,t---+----iH---r---+,----t, 
_________________________ ...... 0. 0 11--+--+-----l---+---l+-----+---+----~ 
.DUPLICATDTG MA.CHINES 
Mimeograph ••.•• , ••••..•• o II o ••••• , •••••••••••••• 
Liquid duplicator ••..• 4•••••••••o•••••••••••••• 
Gelatin duplicator •.....................•......• 
Others ... , •••• , 
-----------------------------------
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OFFICE ~.!A.CHINES USED: 
-
Allen Wales Hand Lister ••••••••••••••••• •. • • •• , ir----l---~1---1---+----+1----1----!-----1 
Burr ougil.s Hand Lister ••••••••• , ••••••• , •••••••• , I 
Burroughs E 1 eo t.t' ic Lister ••• • ••• • • • • • • • •• • • • • • • --~--+-----+---+---H-----+----+----~ 
Monroe Hand Lister • • 1 • • • •• • , • • • " • • • • • • • • • • • • • • • 1 --..:.~--+----+---11----H-----+---+-----! 
Remington Lister •• •, • • •" • • • • • • • • • • • • • • • • • • • • • • • 1 __ ...,-:!--+---+---+----11---+--+----l Sundstrand Lister. (oo:t34) ,,.. ••••••••• , ••••••••••• 
Sundstrand Lister ( e leo trio) ••••••••••••••••• ,. • 1---J...---1----l---+---!lf---lf----f-----1 
Monr oe Calculator ••••••••••••••.•••• • ••••• • •••• • i---1---l-----+----+---11!---r---1----i 
Marchant Calculator ••••• , ••••••••••• o o •. •• • o • • "1:1--+----1---I---+---H~I---+I---+-----J 
Priden Calculator,., •••• ;., ••••••••••••••••• o •• !---J...--!----1---+----1'1----II--..,.---'f-----1 
Burr oughs Calculator ••••••••••••• • ••• • • • • • • • • • •ll---1---+----l---+--·-IH-·-,-.-f-----1---_, 
• 
Comptometer •••••••••.••••..••••••••••• , ..• o o •• • ---1---+---+--+--~-lf---+---+--··­
Elliott ... Fisher Bookkeeping Machine ••••••••••••• l--+--+--11--+---R---t--+·--_, 
Burroughs Desk Bookkeeping Machine ••••••••••••• l--+--+--1--+---11---t--+---_, 
--------------------------------------------------········ 
Electric Typewriter. • •••••• • • • • • • • • • • • • • • • • •·• • • I---J...--1---l---+----1!1---1---f-----1 
Other s • • • • • • • • 1---!---11---1--4---lf----11----11-----1 
··--- -.-......H----1----+·--~ 
--------------------------~------------------··· ... ··U---~---~.----~--·~------~----~---~---~ 
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OTHER OFFICE ACTIVITIES i 
. 
i 
I i I 
' 
Opening, sorting, and distributing mail •••••••• 1~--~--~~--~--~----~---t----~------l 
Timekeeping •... ,. 11 o .- ................ ·• •. ·, • • • • • • • • • 11--~l---1--~---i----!t---+---t----1 
! I Doing Cashier work •.••••• • .•• •. • • · • · • • • .• • • • • • • • ll----l~--1---1---+---#---t---t----! 
:P.r io e mar kint!: • ., •••.•. tli ........ o , •• , ..... o •••••••• 
Taking inventory and stock, •••••.•••••••••••••• i 
I Answering telephone ••••••••• • • •• • • • • • • • · •' • • • • • lf....--1----11---t---+---fl----t---t-----1 
Handling complaints in office or over telephonell---+---~---1----+--~~---t---~r---__, 
Folding letters and inserting in envelopes •••• , 11--+---~-~----+-~~--~--~r---__, 
Making bank deposits , , •••••••••••••••••••• • • • • • • ll--~---1--~--+---fl----t----f---...:.......1 
Keeping a check book ••••• , ••••••• , •• , , •••••••• , 
Waiting on customers ••••••.••••••••••••••••••••• 
Making out reo e ipts • • • • • , ••• ·, ••• • • • • • • • • • • • • • • • ll---i~--1----1--+---il----+---1----1 
Receiving clients,., •• • •••••• "• • • • • • • • • • • • • • • • • 11--~---1--~--+---fl---·-t---1-----­
Figuring and checking invoices••••••••••••••••• 
Ordering supplies •• , ••••••••••••••.••••••••••• o 
Collating ................... o •••••••• , o ••••• ·• ••• ~--r---~--~---r---4~--~----~-----1 
Taking charge of office during employer's 
absence ................ , .•••....••....... I I 
Office housekeeping ••••• • •• • •••• • • • · • • • • • • • • • • • ll---1----f---1---+----H----+---+----
Prepar ing Income Ta:x: Returns •••••••.••••••• • • • • ll---lr __ __,I----1--+---H---+----if----l 
F i gur ing pay rolls ••••• • • •• • •••• • • • •• • • • • • • • • • • ll---l----if----l--+--1t--+---1f----l 
Others . . . . • •.••••• 
--------------------------· •••• 0 ... 
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FILING ACTIVITIES 
Alphabetic by 
by 
by 
name • , .••.••••••••• • • • • • • • • • • • • • • ·'~--J..----i---+--+----H----+---+----1 
subject •.•.. •., ..•.. • •. .o. • ••• • • • • !1--....J..----+--+--+---+1----;----+----I 
location......................... 1 I -r 
Num.erio filing.,,., ..... • ••.• • • • •. • • • • • • • • • • • • • • ll----!:....---!f---1--+--·-1+---+---1----l 
Preparing material for filing ••• , ••• • ••••• •. • • • ll----+-~---+---if--+----H----+----+-----l 
Cross referencing ••••••••••••••••••• , •••••••• ,. 
Finding material in file •••• , ••••.•• •. · • • •. • • · • ll---l'---1---1--+----1+---+---1----1 
O:t;hers • • · • • · • • ll----1---l---+---+-··--H--~+-·----'f----l 
--------------·-------------· 0 , -0 0 • 0 .. ~~---!,..---....,1-·--1---+--+1---+---1----1 
----·----------------------· • " 0 -0 • 0 0 11---lf---1---lr---+---+t----+---t----1 
--------------------------.0 .. 0 41 0 0 0 • . ~ 
